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USING PENPOINT 

yj sing PenPoint exp\2dns how to work with your PenPoint computer. Each 
chapter covers some aspect of working with the PenPoint™ operating 
system — creating documents, writing in the Notebook, copying documents to 
disk, or setting up the computer. The chapters themselves are broken up into 
procedures. Each procedure details the steps to accomplishing a specific task, 
such as editing text in fields, using Handwriting Customization, or installing an 
application. 

The chapter introduction gives you a fi^amework for understanding the 
procedures it contains. Each procedure gives you step-by-step instructions and 
shows you what you'll see on screen when you do the steps. 



Using Froceduree 



For example, here's the procedure for using this book. It has a brief 
introduction followed by an illustration with several steps. 



CHAPTER 5 / 83 

Creating and Using tPocuments 

U.sing lIic (jvalc iVk-nii to C-rcalc a 
Docimicnl / ^t 

L'.sing the Siaiioneiy Notebook to Create a 
Dociitnenl / J<~ 

\ili.liii!j, Si.uiiiiK'ry :o mk ( iriMit- NK'iiii ■ SN 

C jeaiini; Sialionen / ^^| 

( ,ri..iiiii;.; C .iiMonii/.'il Si.iiiiiiKi\- / .K') 

Managing the Stationery Notebook / ')! 

1 )i.'ii.iiii!.', nr riiiyjiis; Si,iiii)!KT\ ' ').''. 

Scrolhng a Document / ').^ 

Moating a Dociinient / '' ' 

\h)ving ant) Resizing 1 ioating Documents / '^'' 

Zooming a Document / 100 

L'.sing Documents / 102 

]^v.ll.llMiliS', .1 I )lH.llIiK-IlI ;■ 1(1..'. 



Use the book's table of contents to 
find a specific task, such as how to 
rename a document. 

■*■ When you look up the procedure 
you'll see a picture next to the 
steps. The picture illustrates your 
actions and the results you'll see 
on the screen. 

^ Text preceded by a triangle like 
this one tells you more about the 
step above. 



^.l\in;■. .iiul 1 ).'liiir.i; l)^l^.■l!:ni.m.^ / in I 



Leader lines often link a specific 
step to the appropriate part of the 
illustration. 



If we want to draw your attention to an 
Important piece of information, we put it in 
a note iike tliie one. 
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2 The procedure for renaming a 
document has steps like this: Draw 
a circle o over the title to display an 
edit pad and change it there. 

^ The illustration shows both the 
circle o over the title and the 
result: the edit pad. Every time we 
tell you to use a gesture (such as a 
circle) we illustrate that gesture: o. 

^ The sample documents that we 
use in these screen illustrations 
are not all included in the 
Samples section on your 
computer. 

3 When you need more information 
about drawing gestures, or about 
where they'll work, see chapter 3, 
Drawing Gestures. 

■*■ You'll find a gesture profile for 
each gesture (arranged 
alphabetically), and some tables 
that divide the gestures into 
logical groups. 

4 Procedures are grouped by topic, so 
if you want to know more about a 
task, look at the other procedures in 
that section or chapter. 



You'll often draw gestures when you're following the steps in a procedure. 
Other basic skills include choosing commands from menus, working with 
option and dialog sheets, and using items on the Bookshelf Read chapter 2, 
Fundamentals to learn about them before you go on to use the individual 
procedures in the rest of this book. 



You'll also see notes like this one referring 
you to related information in other parts 
of the book. 



CHAPTER 2 



Fundamentals 



USING PENPOINT 

The PenPoint^'^ operating system organizes information you keep in the 
computer in a Notebook. When you turn the computer on you'll see a page of 
the Notebook. At the bottom of the screen is a Bookshelf which contains tools 
that are useful when you're working with documents. They're represented by 
icons (small pictures). 



Note bo ok: Contents 
Document Edit Create View Show ^Sort- 



D Read Me First 

U First Experience 

L]r Sarnpbs 

Lj New Product Ideas 

U Package Design Letter 



By Page 
By Name 
By Ty pe 
By Date 
By Size 



The first page of the Notebook is 
the Table of Contents, which tells 
you what's in the Notebook. 

Commands in the menus on the 
menu line are instructions that tell 
PenPoint what to do next. 

You can also give commands by 
drawing gestures on the screen. For 
example, to turn to a document, 
vou tan \r its oaee number. 



Tabs let you turn quickly to a page 
from anywhere in the Notebook. 



Help Fiefeiences Tools Statcneiy Disks Keyboaid Installer In Out 



The Bookshelf contains useful 
things you refer to and use while 
working with documents. 
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The first page of the Notebook is the Table of Contents which Hsts every 
document and section. To turn to a document directly, you tap^^ — lightly 
touch — its page number or its tab with the GO pen. An icon next to each title 
tells you the type of document it is, in other words which application was used 
to create it. 

You use the pen to write in the Notebook and to tell PenPoint what you want 
to do next — create a new document, copy a paragraph to another page, or edit 
text, for example. To do any of these things you can either choose a command 
from a menu or draw a gesture (a symbol or letter) on the screen. 

The procedures in this book tell you which gesture or menu command to use 
to accomplish a given task. If it's a gesture, you'll see the name of the gesture 
and its symbol (tap y) and, if it's a menu choice, the name of the command 
and the menu it's on. Chapter 3, Drawing Gestures shows you how to draw 
each gesture and tells you what it does. 
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Each page of the Notebook contains a different document. You can have as 
many pages in the Notebook as you want (up to the amount of available 
memory). 




A document can be longer than 
what you see on the screen. 

To bring the hidden part into view 
you scroll the document. 

You can find details in "Scrolling a 
Document" in chapter 5 (Creating 
and Using Documents). 
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DOCUMENTS IN THE NOTEBOOK 



Notebook: Contents 
Document Edit Create View Show Sort 



:1 > 



Q? Cunerrt Products 2 

U Inventory 3 

U Stand and Orde r Fo rm 4 

Ij Proposed New Prod ucts.. .■ . ■ ...... . ,,, .... ,. .. ..... ... i ..., . .,. — . .. , . , . . , 5 — 

u New Product Ideas 6 

a Cape rs 7 

H Chili Mixes 8 

,Q? sjaK , .....y 

IJCustomeis... 12 

il Chain Stores 13 

fl Co m p faints to Act on 14 

Q? New Bottle Design ..........,,..,,...,.....,. .15 

11 S als 3^0 nd i me nts ■ 16 

il Packsae Design Letter... ,-17 

B Proposed New Design (3^5^1 )....:..'.. ,,: 18" 

Q Revised Bottle WX^"*""^""^^ 

Sgontract:. ..■:::.::::..... ...:..•.. ...;,,:.,:::,/,..2i 
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/Help 



■::':.':^ir:': :■■■■■■. 

Piefeiertees 



Tap f the Contents tab to see the 
Table of Contents for the entire 
Notebook. 

Section titles are in bold. 



^ To see all the documents in a 
section, double tap .^the section 
title. 

^ Double tap it again to hide the 
titles. 

Document titles are plain. 

^ The document's page number. 

^ The document icon which shows 
what type of application you used 
to create the document. 

To turn to a document: 

^ Tap either its page number or its 
icon. 

^ You can also turn to it by 
tapping f its tab, if it has one. 
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You can find out how to make the tap y 
and double tap .f gestures by reading 
chapter 3, Drawing Gestures. 
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Giving Commande with Gestures and Menus 



There are two ways to tell PenPoint what you want to do next: choose a menu 
command or draw a gesture (a symbol or letter) on the screen. Generally, each 
menu item has an equivalent gesture. For example, to delete a word you can 
choose Delete from the Edit menu or cross it out X • 



m 
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Undo 
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When you work with the documents in 
your Notebook, you: 

Choose menu commands. To do so: 

^ Tap y a menu name to open it 
and see its choices. 

Dimmed commands are currently 
unavailable. 

'*' Tap y again to choose a 
command. 

To close the menu without 
choosing a command, tap 
anywhere outside it. 

Draw gestures. For example, to 
delete a word, you draw a cross out 
gesture X on it. 



Some applications may add commands 
and gestures to those described in this 
guide. Check the application guide for more 
information. 
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GIVING COMMANDS WITH GESTURES AND MENUS 11 

Chapter 3, Drawing Gestures, shows you how to draw each gesture and tells 
you where it's used. The gesture profile for cross out is shown below. 



Cross 0111/ Deletes a word or selection in text, or any object directly beneath the X. 



What Works ■ What Doeen't Work 

Make an X using two distinct strokes (top to bottom) Drawing the gesture in one stroke ^^^ 

over the selection or object that you want to delete. (connecting the two lines). ^^ 

1 Draw the first stroke; Drawing strokes that are not 

, 1 i-r 1 r 1 clean lines. x\ 

barely liit the pen trom the screen 

2 Quickly draw the second stroke. 

Where It Works 



Making a + instead of an X. i 



Deletes the contents of a field, documents from the Table of Contents, and icons from the Bookshelf. 
When you draw it over a document's title line, it deletes the document. When you draw it over a disk 
icon or disk name in the Disk Manager, it ejects the disk. 



If you draw a gesture and PenPoint doesn't recognize it, you see a starburst 
where you drew it. If you draw a gesture that PenPoint recognizes, but it doesn't 
work where you used it, you see a series of concentric circles followed by a 
starburst. 

When you choose a command or draw a gesture, PenPoint lets you know it's 
carrying out the instruction by giving you visual feedback. For example, when 
you tap f the page turn arrow, it darkens while the page is turning. 

If carrying out the command takes more than an instant, you see a busy clock 
during the process. For example, when you tap f an icon on the Bookshelf, the 
busy clock appears. 



USING PENPOINT 



1 2 



Making a Selection 



You often need to specify what you want a command to affect before you give 
tliat command. You do this by selecting the object. For example, you select a 
document in the Table of Contents before you tell PenPoint to print it. 

When you select something it looks different; usually it gets highlighted. For 
example, if you select a word by double tapping .f it, the background behind 
the word turns gray, highlighting it. 

To make a selection go away, you deselect it, usually by tapping it. 
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/-^ Package Design Letter 

Document Edit Insert Case Format 



New World Foods Ti 

■ "l^Jl Palm Blvd.' 1^1 

Los Alleles, CA 90036 | 

Febmaiy 17., 1991 I 



Ms, Elena Huerta 
FastPak Design. 
3535 Mission St 
Houston TX 45321 

RE ; New package desig 



Dear Ms, Huerta; 

We need a new design f 
condiments. 

Recently, an executiye 
a boK of our samples ho 



Text Options ► Character 

Font: ► Roman (URW) 
Size: ► 12. 



Style: V 
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Underline 
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Hidden 
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To select a title on the Table of 
Contents, tap f it. 

^ Tap it again to deselect it. 



To select a word, double tap .f it. 
^ Tap it to deselect it. 



To select a choice from a multiple 
check list (a list with double lines 
next to it), tap y it. 

'*' Tap it again to deselect it. 



To find out how to select text, read 
"Selecting Text" in cliapter 7 {Editing and 
Formatting Text). 
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Working with Notebook Objects 



Dismissing an Object 



When you're finished looking at or using a Bookshelf item or option or dialog 
sheet, you can dismiss it. 



1 3 



As you work with documents, you often use Notebook objects, such as items 
on the Bookshelf, and option and dialog sheets. If any of these hides part of the 
page you want to see, you can move, resize, or dismiss it. 

To see the contents of an item on the Bookshelf, tap y its icon. To use a dialog 
or option sheet, you choose the appropriate menu command or draw a gesture. 
(Read "Using Dialog and Option Sheets" in this chapter for more details.) 



Atofe from TabtOfC'Ofi-triis:.. 

OK to debte Business from 
Stationery? 

You can also Puige this 
docurne nt, which deletes it 
from its disk Home as well as 
fiom Statbnery. 



Detefe 



Pyr^e 



'ima 



Statio ne ry : Co nte nts 

Name 

D MiniTexl 2 

U MiniTef<t • 3 

U Business 4 

U Memo 5 

U DrawingPaper 6 

M Drawing Paper 7 



MenM 




■^ If it has a button: 

Tap f the button labeled Close or 
Cancel. This closes the item 
without changing anything. 

If it has a close corner (a triangle in the 
upper left corner) : 

Tap y the close corner. 



n VI B m m A Q 

Help Piefetences Tools Stetfeweiy Disks Keyboatd Irist 



ir In Out 
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USING PENPOINT 

WORKING WITH NOTEBOOK OBJECTS 




ng a Notisbook Object 



If an object obscures part of the page you want to see, you can move it to a 
more convenient location on the screen by dragging the title line. 



/ Proposed New Design (3,e^1) 

Document Edit Insert Cese Format 

Mr, Pvichard Hopkins 
19271 



:17 



Palm Blvd. 
Los Mgeles, CA 90036 



RE; Ni;vf pack; 



Dear \\ 

I've re 
the Ne 



is recy 
resists 



!ta: ice 
,^anta 



''orid Foods 



;eiyed oi 
■•N World 
-jti resin, 
liable, li 
goal, 
ge of g] 




nte nts 



Page M snu 



Ir. Hoplj Q MiniText 

D MiniText 

Lj Business .. .. 

LJ Me mo 

U DrawingPaper 

Drawing Paper. 



LJ FcwV i D w cr 



1, 



QpaxLetter 9 D 

i] Bottle Design Steteh 10 D 



To move an object: 



1 Press \ the title (touch the pen 
firmly to the screen) and hold it 
there. Wait until the border turns 
dark to tell you it's ready to be 
moved. 

2 Then, without lifting the pen, dra^ 
the item to its new location. 

3 Lift the pen to complete the move. 



FUNDAMENTALS 

WORKING WITH NOTEBOOK OBJECTS 




ng an Object Big^isr or Smaller 



Notebook objects have handles that you can drag to expand or reduce your 
view of their contents. Some, such as option sheets, have only one handle at the 
bottom; others, such as the Stationery notebook, have both a bottom and 
corner handle. 

If it has a corner handle: 
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^ Statio ne ry : Co nte nts 

Name 

U MiniTejtt ....... 2 

E1 MiniText ,..,,,,. 3 

H Business ..■■•• ;,,,,. s v^. .;. 4 

ti Me mo . . . . .- . . ;,...,.....,,..... , ,■, . . ,, .... , . 5 

Q DrawinoPaper ;, . . . - ... , 6 

a Drawing Paper.... ^ .:;,,.:... .■.^, ... 7 



Eaas. Ma nu 




1 Press f the handle with the pen. 
You see an outline surrounding the 
handle, telling you it's ready to be 
resized. 

2 Without lifting the pen, drag the 
handle to the right to widen it, 
down to lengthen it, or diagonally 
to increase it in both directions. 

^ Do the reverse to make it smaller. 



Text © pt ib H^ > ; QftarkciST 


Fa:rrt:-::'>;. 


Rbfflari1UR^A5;S 


Size-::::* 


;:^5.'-:^^:'''::::.o.-:^-''^^^ 


■Style: ■■■' 


Bold;;:;:;;.:::; ■•\:^::';'' ;:;:>:■ 




:ltalic:: ■:::,;;:::,:;:.;:::;;.■ 




•■•SrfiaJ:l':C:afSs::-:::^ 




■■S»ife;-:tHfu:?';!:::: ::;:;;:■; 




:IJiridfe-rltne:;;::;;::::;'';;:':- 




Nfea^'y tinder liMe 




Hidden 




If it has a bottom handle: 



1 Press f the handle with the pen. 
You see an outline surrounding the 
handle telling you it's ready to be 
resized. 

2 Without lifting the pen, drag the 
handle down to lengthen the 
object, or up to shorten it. 



When you resize an object, sometimes the information no longer fits within the 
borders. To bring hidden information into view, scroll the page by drawing a 
flick up I on the page or by tapping f the scroll arrows in the scroll margin. You 
can find a detailed explanation of scrolling in chapter 5, Creating and Using 
Documents. 



USING PENPOINT 
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The Bookshelf at the bottom of the screen holds tools and notebooks that you 
use for tasks such as creating new documents, choosing preferences, and 
installing applications. 



Help P te fere nee s Tools Stationery Disks Keyboatd Installer In Out 



Notebook: Contents- 
Document Edit Cue ate View Show Sort 

Name 

D Read Me First 

'-Jj/ Samples 

U New Product Ideas 

U Package Design Letts r 



^ 



Help; PenPoint Help 

Tip on the object or i^joii you ate interested in, 
anywhere! on the screen. A help message mil be 



Tap Done Id ]bsvb PetiPoint Help 

Y ou can find more esdensive Mp, on both PenPoint and 
each apphcatjon, in the Help Notebook 



Tap the Help Hotetooh button 
to open the Help KTotebook. 

Help iMoiefeookj 



Ckm^-I 



<H 



& 



^ 



1 Tap y the Help icon to open it. 

You see the Quick Help sheet and a 
button labeled Help Notebook. 

While the Quick Help sheet 
is showing, you can get help 
about anything on the screen 
by tapping f it. The contents of 
the sheet change according to what 
you tap. 

To get more detailed help, 
organized by topic and task, 
tap y Help Notebook, 

2 Tap f Done to close Quick Help. 

"Getting Help" in this chapter gives 
more detail about how to use Quick 
Help and the Help notebook. 



Help Ptefeiences Tools Statbhery Disks Keyboaid Installer In Out 
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Notebook: Contents 
Document Edit Create View Show Sort 



Name 

IB Resd Me First 

iM First Experience 

Ui Sarnpbs... 

ii New PriD duct Ideas 

H Package Design Letter 



Preferences 



: Develof 

Copyright© 1 

All Rig 



;^ 



PenPoint 

Handwriting 

Pen 

FpritS; &Layo:ut 

Tirne • • : 

.•ISate;. ■ . 
Safeguards 
Tittle otlte 
Memo ry Usage 



Afjply Apply & Close 



Help : Ptelfe te hces .Tciols; Sk+Sstie ry • Oteks: : ^Keybciaitl : Insl 



1 Tap f the Preferences icon to open 
it. These sheets let you set options 
for PenPoint. 

You'll see the first Preference option 
sheet, PenPoint. 

2 To see a list of the option sheets, 
tap y the arrow in the title line. 

^ Tap the name of the option sheet 
you want to see. 

^ You can set options for such 
things as handwriting, screen 
fonts and layout. 

3 Tap f Close to close Preferences 
without changing any preset 
options. 

-*■ To apply your choices and 
continue using the sheet, tap 
Apply. 

^ To apply your choices and close 
the sheet, tap Apply & Close. 

To find out more about how to use 
option sheets, read "Using Option 
and Dialog Sheets" in this chapter. 



To learn more about the different options 
you can eet, see "Setting Preferences" in 
cliapter 9 (Managing tlie No'tebool<). 
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USING PENPOINT 

SEEING WHAT'S ON THE BOOKSHELF 




Tools contains accessories that you use in working with your Notebook. 



No te boo k: Co nte nts 
Document Edit Create View Show Sort 



:1 > 



Q Read l^e First 2 

LJ First Experie nee 3 

D? Samples 4 

U New PnDduct Ideas 5 

l_t Package Design letter 6 



^- 



Too Is 

Clock Peisonal Dbtiorpary Handwtttiftg Customfeation 

LetlsrPreiotbe Keyboaid Disk linage r 



S-Stiot 



Printets 



IJ ^11 » Ql 3 ^ i> 1. i 

Help Piefeiences Took Stetioners' Disks Keyboard Ins-Taller In Out 



1 Tap y the Tools icon to open it. 
(You may see tools other than those 
pictured here if you've installed 
different ones on your computer.) 

2 To see each tool, tap to open it. 

The tools include: 

^ A Clock displays the time and 
date and also lets you set an alarm 
with a reminder message. 

^ A Personal Dictionary contains 
words that you add to it while 
proofing or checking the spelling 
of your work. 

^ Handwriting Customization 

contains sentences that you copy 
to show PenPoint how you write. 

^ A Letter Practice sheet lets you 
get used to writing on the screen. 

^ A software Keyboard lets you 
enter text into a document by 
tapping y the keys. 

'*' A Disk Manager allows you to 
transfer documents to and from 
the Notebook. 

^ A Printers sheet lets you 
configure the printers you've 
installed. 



3 To close a tool, tap its close corner 
or the Close button. 

4 To close Tools, tap ^ its close 
corner — the triangle in the upper 
left hand corner. 



See "Working with Notebool< Objects" in 
tinis chapter for information about how to 
move, resize, av\d c\oe>e the too\e. 
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Chapter 9, Managing the Notebook tells you more about Tools in general. 
You'll find an explanation of how to use each individual tool in the appropriate 
section of this manual: 

■ Clock: "Using the Clock" in chapter 9 (Managing the Notebook). 

■ Personal Dictionary: "Adding Words to the Dictionary" in chapter 6 
(Writing in the Notebook). 

■ Letter Practice: "Learning to Write on the Computer Screen" in chapter 6 
(Writing in the Notebook). 

■ Handwriting Customization: "Customizing Your Writing" in chapter 6 
(Writing in the Notebook) . 

■ Keyboard: "Using a Keyboard" in chapter 6 (Writing in the Notebook). 

■ Disk Manager: "Displaying the Disk Manager" in chapter 1 1 (Filing 
Documents). 

■ Printers: "Setting up Printers" in chapter 4 (Installing Applications and 
Devices). 
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USING PENPOINT 

SEEING WHAT'S ON THE BOOKSHELF 





Y Statio ne 17 : Co nte nts 

Niame 

D MiniText 2 

Lj MiniText 3 

U Business 4 

U Memo 5 

U DrawirQPaper . 6 

S Drawing Paper 7 



Page Menu 



^\ 



S) 




Help Piefe fences Toob Statfonety Disks Keyboaid Installs c In Out 



1 Tap )f the Stationery icon to open it. 

You see the Stationery notebook's 
table of contents. 

The Stationery notebook contains 
pieces of stationery for the different 
applications you've installed. Each 
application has its own section in 
the Stationery notebook. 

2 Tap )f the close corner to close the 
Stationery notebook. 



13' Sales 

Lj Sales by Region 
riJ New Hires 



^ 



Disks 



SALES 



Volume Edit View Sort Show 
Name 

LJ Customers 
Lj New Pioducts 
LJ Sales Reports 

l_l Sales by Region 

D Weekly Report 

Dtif 



Help 



.9 
.10 
11 



SALES 

Dir 

Dir 

Dir 

MiniText 

MiniTeKt 

Dir 



vi ^ i if i Oh i ^ 

Preferences Tools Stetionety Disks Keyboaitl Insi^ller In 'Jut 



1 Tap )f the Disks icon to open the 
Disk Manager, 

If you have connected the PenPoint 
computer to a disk drive, you see an 
icon with the name of the disk. 
Tap y the icon to see what's on the 
disk. 

Use the Disk Manager to transfer 
documents to and from the 
Notebook. 

2 Tap )f the close corner to close the 
Disk Manager. 



Read chapter 5, Creating 3x\d \}e\r\q^ 
Documente, to find out liow to use 
stationery. Chapter 11, Filing l^ocuments, 
explains how to transfer documents with 
the Disk Wiana(^er. 



Keyboard 



FUNDAMENTALS 

SEEING WHAT'S ON THE BOOKSHELF 
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Esci 234,56 7 890- =' ^ 
-*lqwertyuiop{]\ 
Caps asdf ghj kl ; ' ^ 
^ zxcvbnm,./^ 

Qrl Alt Alt Qrl 






B SI 



3 



1 Tap f the Keyboard icon to open 
the software keyboard so you can 
tap to add text to a document. 

2 Tap f the close corner to close the 
keyboard. 



Help Piefeiencss Tools Stsi+fcinety Deks Keyboatd 



r In Owt 




■11 
Help 



^ Installed 

Edit Home (i^sta 



7^ 



Clock 2 

Drawing Paper 
HWCUSTOM 36B55 
Keyboard 11j047 

PDICT 3/t50 

Snapshot . 28;B94 



Applications 

Handwriting 

Preferences. 

Dictio naries 

Fonts 

Sen/ices 



P«iiBiences . Toob StaticineiY Disks 



Keyboaid 






1 Tap f the Install icon to open the 
Installer. 

You see a sheet showing you what's 
installed in the computer. Each 
install sheet contains information 
about a different category. 

2 Tap y the arrow on the title line to 
see a list of the install sheets. 

^ Tap the name of the install sheet 
you want to see. 

3 Tap f the close corner to close the 
Installer. 



r In Out 



To find out how to use the keyboard, see 
"Using the Keyboard" in chapter 6 (Writing 
in the Notebook). Chapter 4, Installing 
Applications and Devices, explains how to 
use the Installer to copy applications, 
fonts, and other utilities to your Notebook. 
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SEEING WHAT'S ON THE BOOKSHELF 




n Bd)x and Out Box 



When you finish working with a document, you can send it to someone or 
print it. If you're not connected to a printer or modem when you choose the 
Print or Send command from the Document menu, PenPoint places the 
documents in the Out box. After you connect the computer to the equipment, 
you can automatically print or send the documents in the Out box. 

The In box stores incoming documents such as faxes and electronic mail. 



^ 

y Out: Contents < 1 > 

Name Pa^^e Enabled \ 

D SatesAiea 2 □ 

U Package Design better 3 
U Production 4 D 

LJ Ne w Ptod uct Ide as 5 

U Headquarters 6 D 

LJ New Product Ideas 7 



W 
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You open the In or Out box the same 
way. This example shows the Out box. 

1 Tap f the Out box icon to open it. 

The documents you've asked 
PenPoint to print or send are listed 
under the service you've installed. 

The Out box remains empty until 
you install the appropriate service 
and choose the Send or Print 
command. 

2 Tap y the close corner to close the 
Out box. 



Read chapter 10, Printing, Sending, av\d 
Receiving i^^ocuments, to learn liowto use 
the In and Out box. 
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Vvlien you choose a menu command that's followed by an ellipsis (three dots) 
you see a dialog or option sheet. 

Dialog sheets prompt you for further information before carrying out the 
command. For example, when you choose Find, you'll see a dialog sheet that 
asks you what to find. You fill in the requested information by writing in a text 
field or by choosing options. When you have finished, tap f the appropriate 
button, and PenPoint carries out the command. 

Option sheets allow you to set attributes for a document or for a selection in a 
document. For example, you can choose an option that prevents a document 
firom being accidentally deleted or choose a font style for the text in a document. 

This section tells you how to use the option and dialog sheets. You can find 
more information about what's on them under the appropriate topic elsewhere 
in this book. For example chapter 8, Finding and Replacing Text, explains 
what's on the Find dialog sheet. 
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To eet optiomshat apply to Venfomt—and 
therefore to all documente you oreate— 
chooee options from freferencee on t\\e 



bookshelf. 
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USING PENPOINT 

USING OPTION AND DIALOG SHEETS 




aying Option Sheets 



To display an option sheet, you choose a menu command or draw a check v/ 
on an object. 

Some option sheets have more than one sheet. For example, Text options 
include Character, Paragraph, Tab Stop, and View option sheets. An arrow on 
the title line tells you there's more than one sheet. Tap f it to see a list of the 
other ones. 



Package Design Letter 
Document Edit Insert Case Format 



Ms, Elena Huerta, 
FastPak Design 
3535 Mission St 
Houston TX 45321 

RE; Nev/ package d^glga 



DearMs. Huerta; I 

We need a new design fo 
condiments. 

Recently, an esecutire of 
of our samples home in o 
outline, He briefly leftth 
his son ran int» it with a t 

Our bottles should be abl* 
tricycle powered by a thr? 
our new salsa brokcj spill 
floor. 



New Vorid Foods 

19271 Palm Bird. 

Los Angeles, CA 90036 

February 17, 1991 



Test Options 



Font: 
Size: 
Style: 



t 



Character 
Paragraph 
Tab Slops 
View 



Bold 

Italic 

Small Caps 

Strike -thru 

Underline 

Heavy Underline 

Hidden 



Close 



The executive never got a chance to try our product 

Qin you design a lightweight, recyclable, 8 02, plastic 
bottle that won't break under moderate impact? I'll be 
travelling nejjt week, but you can fax me suggested ^ 

ij vii 1? fii a ^. Oh i 1. 

Help P»e1ieief)oes Tools Statbnery Disks Keyboaid Instalter In Out 



To display a text option sheet: 



Draw a check v^ on a word to 
display the text option sheet for it. 

Tap f the arrow on the title line to 
see a list of the other sheets. 

^ Tap on the one you want to see. 

Reposition the option sheet by 
dragging anywhere on the gray 
border or on the title line. 



FUNDAMENTALS 

USING OPTION AND DIALOG SHEETS 




Chode'mq Options 



After displaying an option sheet, you choose options from a check list, multiple 
check list, or pop-up menu. Sometimes you write information in fields. For 
example, on the paragraph option sheet you might write the number of inches 
to indent the first line of a paragraph. 

Once you've chosen the options, you tap y the Apply button to apply the 
options. If you're selecting options from more than one sheet, be sure to tap the 
Apply button to accept the options before going on to another sheet. 
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Package Design Letter 
Document Edit Insert Case Format 



<17:: 



New World Foods ' 
19271 Palm Bird. 
Los AiigeleSj CA 90036 

February 17 j 1991 

Ms, Elena Huerta 
FastPak Design 

3535 Mission St ^^.__,_,.____„^ 

Houston TX 45321 fpad^age Design Letter ► Access 

I • ■■ '■■■■ 

RE; New package del; Debtabb: 

EidlHable: 

Dear Ms, Huerta: Access Speed: 



We need a new desig 

condiments. ! 

I 

Recentlj, an executiil 
of our samples home 
our line. He briefly lei 
his son ran into it wit| 



Boiders & 
ContiDls: 

Corrtiols: 




Menu Line 
ScfDJI Margins 
Cork Margin 



Our botdes should be^^^^^^ffl'iw^^^^WI 
tricycle powered by a three year old, But four bottles of 
our new salsa broke^ spilling their contents all oYer tiie 
floor. 

The eKecutiTe never gota chance to try our product 

Can you design a lig htvreightj recyclable, 8 02. plastic 
bottle tibat won't break under moderate impact? I'll be 
travelling neKtmek, but you can fa^ me suggested 



To choose an option from a 
pop-up list: 

*- Tap f the arrow next to the 
option to see the other options. 

^ Tap to select another option. 

You can also choose options from 
check lists and multiple check lists: 

^ A check list has a single line 
which indicates that you can only 
choose one option from it; tap y 
to make a choice. 

^ A multiple check list has a double 
line next to it which indicates 
that you can choose more than 
one option. Tap f each one you 
want. If you change your mind, 
tap again to clear your choice. 



u ^1 B fli a A^ 

Help Piefeiences Toote Statbnery Diste Keybo*id 



In Out 
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Package Design Letter < 1 7> 

Document Edit Insert Case Format 

New World Foods f 
19271 Palm BlYd, ^ 
Los Angeles J CA 90036 



Ms, Elena Huertei 
FastPak Design 
3535 Mission St 
Houston TX 45321 

RE; Newj package des 



Dear Ms, Hueria; 

We need a new desigr 
condiments. 

Recently, an eKecutiY« 
of our samples home i 
our line, He briefly lef 
his son ran into it with 



February 17, 1991 



Pacl^age Design Letter ► Title &. info 



THIe: ______„„_^ 

Author 

Comments: CjC tJIVlji. ClC 

Cieated: 11/12^0 

Last Modified: 1/12/91 

Fifed Size: 6 K 

Active Size: 42 K 



■ A^fty i , .' AmSV- A'CBse;] ~" "Close 



Our botdes should be ^^^^^^^^ST'BEe^^^^^rom a 
tricycle powered by a three year old. But four botdes of 
our new salsa broke, spilling their contents all over the 
floor. 

The eKecutive never got a chance to try our product 

Can you design a lightweight, recyclable, 8 02. plastic 
bottle that won't break under moderate impact? I'll be 
travelling nexfsveek, but you can fax me suggested 



1} ^ii ©» Qi a ^ 

Help Ptefeiefices Took Stetbnery Dfeks Keyboaid 



Option sheets may also have text 
fields in which you write 
information. 

^ Enter text by writing on the line. 

^ If something is already written 
there, draw a cross out X through 
the text and write in the new text. 

After making your choices or filling 
in the information, tap y the 
appropriate action button: 

^ To apply your choices and 
continue using the sheet, tap 
Apply. 

^ To apply the changes and close 
the sheet, tap Apply & Close. 

^ To close the sheet without 
applying the choices, tap Close. 



Installer In Out 



If the option sheet covers up something you want to see on the page, you can 
reposition it by dragging its title line, or resize it by dragging the corner or 
bottom handle as explained in the section "Working with Notebook Objects" 
earlier in this chapter. 

Option sheets show you the current settings for what you've selected. On a 
pop-up list, the choice that's showing is the current setting. 

On a multiple check list, a gray checkmark tells you which option is currently 
set. When you select a new option, PenPoint displays a black checkmark next to 
it. (If an option is unavailable, the label is dimmed, and you won't be able to 
choose it.) 

Tapping Apply applies only what you've changed. 



To find out how to edit text in fields, see 
chapter 7, Editing a<nd formatting Text. 
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Using Dialog Shaets 



Dialog sheets work like option sheets, but their purpose is slightly different. 
Option sheets set the attributes of a selection or document. Dialog sheets ask 
you for information that's needed before carrying out a command, such as what 
text to find. 

You display dialog sheets and enter information on them the same way you do 
option sheets. That is: 

■ To display a dialog sheet, choose a command or draw an equivalent gesture. 
For example, to check the spelling in a document, you can choose Spell 
from the Edit menu or draw an 6 on the document title line. 

■ Display the choices on a pop-up list by tapping it; tap to choose one. 

■ Choose an option on a check list by tapping it. 

■ Choose one or more options on a multiple check list by tapping them; tap 
an option again to deselect it. 

■ Enter information in a field by writing in it. 

■ Reposition it by dragging its title line. 

■ Resize it by dragging the corner or bottom handle. 

After choosing options or filling in the requested information, tap the 
appropriate button. For example, on the Find dialog sheet, tap the Find button 
to fmd the next occurrence of the text you asked PenPoint to locate. 



USING PENPOINT 
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Copying and Moving Notebook Objects 



You can choose commands from the Edit menu or draw equivalent gestures to 
copy or move: 

■ a document to another location in the Notebook 

■ information to another place on the page or to a different page 

■ items on the Bookshelf to another location on the Bookshelf 

To move an icon on the Bookshelf 



M' 



•^ 



Help iPiefetences Tools 



Ststb fiery 



Diste Keyboatd Insteller In 




ii u VI ^ a i 01* ^ 

Statbnety Help Ptefeiences Toofe Diste Keyboaid Ihstallsi' Irt 



1 Use the press f gesture. Put the pen 
down on the icon and hold it there 
until you see a marquee an 
animated line surrounding the icon, 

(If you decide not to move it, tap 
the icon.) 

2 Without lifting the pen, drag the 
icon to the new location. 

'*' Lift the pen to complete the move. 
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Package Design Letter 
Document Edit Insert Case Format 



;5> 



New World Foods t 
19271 Palm Blvd. " 
Los Angeles, CA 90036 

February 17, 1991 



Ms, Elena Huerta 
FastFak Design 
3535 Mission St 
Houston TX 45321 

RE; New package design 



Dear Ms. Huerta; 

We need a new design fof thefRastic botiies for our 



We aeed-a' new desii 
condiments. 




•the pi^stic botdeslorour 



Contract <20: 

Document JEdit Insert Case Format 

Dear Mjr Huerta; 

Thi^ our agreement concerning your inYolvementin a 
?-Mttie.-.4ssign for New World Foods, Inc. 

'tT'Tou agffiie tD supply design serrices and technical 
drawings to New World, The designs and drawings 
become the property of New World upon payment for 
your services. 
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To copy a sentence from one page to 
the following page: 



1 Triple tap :f anywhere in the 
sentence to select it, 

^ Barely lift the pen between taps. 

2 Tap press ,f the selected sentence. 
(Tap the selection and then 
immediately press until you see a 
double line marquee.) 

^ Barely lift the pen between the 
tap and the press. 

^ When you copy or move more 
than a line of text, PenPoint 
surrounds a few characters of the 
selected text in a marquee to 
make it easier to drag. 

Tap the page turn arrow to turn to 
the next page. When you turn to 
the page, the text in the marquee 
follows. 

3 Drag the text in the marquee to the 
new location. 

^ PenPoint inserts it where you lift 
your pen. 



To find out more about copying or moving information in document, read 
chapter 5, Creating and Using Documents. See Managing the Notebook 
(chapter 9) for information on how to rearrange documents on the Table of 
Contents. That chapter also contains information about different methods for 
turning pages. 



^OL car 0'eo eeAfct v/ha" you W3r\t' to move- 
0" copy, ar\d then chooeo tr.e aopropr.ate 
Gom-rard f-'oir, tbe Ed\t rre'M.. Once yoj 
'3ee Vre maro^jce. you car^ dw.q it To its new 
\oca\Aon. 
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You can get two kinds of help from PenPoint: Quick Help and the Help 
notebook. Use Quick Help when you see something on the screen you want to 
know more about, and the Help notebook when you want to look up a topic. 



Getting Quick Help 



Quick Help briefly describes the part of the Notebook or page you asked about. 



storage^ and various preparations of it seem to hold up 

Help: About Text 
Selfict eticlDsed test. 
Pop up a pad for inseifing text. 
Options fbi vofd or seteiton. 
Edit •vt'otA or selection. 
Proof. BringupMof c^ltanlatettallsktiD3^s. 
DetelE •smsis or seledion. 
P%tail. Delete A dwractef. 



espq 

yfhe| Q 

whai ^ 
i -^ 

(Wef P 
babs^ X 
shel^ ^ 
can i : 
lemd ''""' 
proti 



Help NftiB book 




whic^^^ery unappetizing., bu^ 
binding agent to solve this. 

Southwestern curry muce 

Tip if^ e.s?^ential]v a barbecue g^ace. ririlling or 



life 



fli 



Help Piefeiences Tools Stetionery 



pji ,wKi yp 

Dfeks Keyboaid Installer 



1 Tap f the Help icon on the 
Bookshelf to see the Quick Help 
sheet. 

^ You'll see instructions on using 
the Quick Help sheet. 

2 Tap f on the part of the Notebook 
or page you want information 
about. 

'*' You see a brief description. Some 
explanation include a list of 
gestures you can use in this area. 

3 Tap f Done to close Quick Help. 

^ Or, if you want to use the Help 
Notebook, tap Help Notebook to 
open it and close Quick Help. 



If the information doesn't fit on the Quick Help sheet, you can bring the 
hidden part into view by scrolling it. Draw a flick up I on the sheet or press f 
the bottom scroll arrow in the scroll margin. See "Scrolling a Document" in 
chapter 5 (Creating and Using Documents) for information about scrolling 
documents. 



FUNDAMENTALS 

GETTING HELP 
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Using the Help Notebook 



The Help notebook organizes information topically so that you can find out 
how to use different features of PenPoint, the computer, or the applications 
you've installed on it. You can continue working while displaying the Help 
notebook. 



SUBJECT; 



CC 



I 



New Product Ideas 



PI 



Help: Contente 



Document Edit Create View Show Sort 



Qi' Ihina Help 
Q? PtenPoiBl Help 

iHiHBSSiliil '■•—■■■■••■• ■ 

iS Recharging the Batter>' 
Ig Removing the Battery.. 

a Installing aBaJtery 

[j Applicatio ns ^ . ; ; , : . . 



SouttwesteEii eimy sauee 



:1> 



He Ip : Ptefe « nces Too Is 



Sfetio fis ft 



2 


o 
















3. 


144 


—J 
c 


id 


<n 


148 


X 






1^7 


13' 


14R 


■.3 








m. 




'mt^ 




X 




1> 




A 




.:'i': 




■Sy. 




K'eyboa,id Iristalter 



1 Double tap .y the Help icon on the 
Bookshelf 

^ Or, tap the icon to open Quick 
Help and then tap Help 
Notebook. 

You'll see the Help table of contents. 

2 Double tap .y a section title to see 
the topics, as you would in the 
Notebook Table of Contents. 

^ Or, tap the page number for a 
section to see the section table of 
contents. 

3 Tap )f the page number of the topic 
you want to see. 

4 Tap y the close corner to close the 
notebook. 

^ The next time you use it, the 
Help notebook opens to the last 
page you used. 



To xx\o\je the notebook to see what's below 
it, press ^ the title line and hold until you 
see the border davk&Y\, ar\d then draq^ the 
notebook. 
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CHAPTER 3 



Drawing 
Gestures 
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You use gestures to give commands to PenPoint and to edit text in a document 
or text field. Most gestures have corresponding menu commands, but you'll 
find that the gesture is usually faster. 

This chapter contains gesture profiles which tell you what each gesture does 
and how it works. The gesture profiles are in alphabetical order. For quick 
reference, you can look in the table at the beginning of the chapter. It lists the 
gestures by their functions (such as copying and moving things). You'll also find 
there a table of the core gestures — the ones you'll most often use. 

PenPoint recognizes gestures the same way it does your handwriting. Thus 
you'll get the best results if you draw gestures with a light, firm touch, and 
make clean lines free of hooks or extensions. The gesture is complete when you 
lift your pen away from the screen or pause for more than a few seconds. If a 
gesture has more than one part (a double flick, for example), keep the pen very 
close to the screen, and complete the gesture quickly. 

You can set the amount of time that PenPoint gives you between lifting the pen 
tip and recognizing a gesture by choosing a number for the Timeout category in 
Preferences. 

If you draw a gesture and PenPoint doesn't recognize it, you'll see a small 
starburst. If the gesture is correct, but you've tried to use it somewhere it won't 
work, you'll see a series of concentric circles on the screen. 



?voq^vav(\e)jou install in your Notebook may 
add their o'nrx gestures. Refer to those 
guides for more information. 



DRAWING GESTURES 



Using Gesture FrofWee 



We've used several conventions in these gesture profiles which should help you: 

■ The drawing in the box shows how big the gesture should be in relation to 
letters on the screen. 

■ The letters in the box rest on a baseline. This should help you draw the 
gestures correctly above or below the line of text on the screen. 

■ If the direction of a stroke is important one end will be thicker than the 
other. Start drawing the gesture where you see the thicker line, and draw in 
the direction of the line's tapering. 

■ The drawings for gestures that involve tapping or pressing include a symbol 
for the pen tip. For example, the symbol for double tap shows two dots and 
the pen tip .f. Whenever you use more than one tap, or tap and then press, 
make sure you make all the taps or the tap and press in the same spot on 
the screen. 

■ For detailed instructions on how to draw each gesture, read the section 
"What Works" in each gesture profile. 
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FenFo'mt Geeturee 



This table briefly describes PenPoint gestures by function and location. The 
gestures are arranged alphabetically within each category. Some gestures work 
in several places, and so are repeated in several categories. The categories are: 



Basic Gestures 

Copying and Moving Text & Objects 

Deleting Text & Objects 

Editing Text in Documents 

Editing Text in Edit Pads 

Editing Text in Boxed & Ruled Writing Pads 

Editing Overwrite Fields on Forms 

Editing Fill-in Fields on Forms 

Getting Help 

■ 3aeic Gestures 

L Bracket left selects text or adjusts the 
selection. 

J Bracket right selects text or adjusts the 
selection. 

/ Caret opens a writing pad or creates a 
document. 

V Check displays options for selected text or 
objects. 

C Circle opens an edit pad. 

y Cross out deletes selected text or objects. 

• — Flick scrolls a Notebook page or pop-up 
list. 

I Insert space adds a blank space in text or 

boxed pads. 

' Pigtail deletes a character in text or boxed 
pads. 

f' Press sets an insertion point or gets text or 
an object ready to move. 



Working with Embedded Documents 

Scrolling 

Setting Options for Documents, Text, 
& Objects 

On the Bookshelf 

In the Document Title Line 

On Notebook Tabs 

In the Scroll Margin 

In the Table of Contents 

Basic Gestures (continued) 

y Tap selects text or chooses menus and 
options. 

,y Tap press gets text or an object ready to be 
copied. 

■ Copying and Moving Text & Objects 

^ Press and drag moves a selection or object. 

,f Tap press and drag copies a selection or 
^^ object. 

■ Deleting Text & Objects 

y Cross out deletes words, selected text and 
objects in documents or tables of contents. 

— — Line through deletes characters in 
edit pads. 

"^ Scratch out deletes words in text and ruled 
writing pads. 

' Pigtail deletes one character in text and 
pads. 



DRAWING 

■ Editing Text in Documents 

\ Arrow up or down increases or decreases the 
size of a word or selected text. 

& Bold makes words or selected text bold. 



L Bracket left selects the word to the right of 
the bracket; extends or reduces selections. 

J Bracket right selects the word to the left of 
the bracket; extends or reduces selections. 

f\ Caret opens a small writing pad. 



A Caret tap opens a large embedded writing 
pad. 

\/ Check displays options for the selected text. 



GESTURES 

Editing Text in Documents (continued) 

1 Flick up or down scrolls a line to the top or 
bottom of the screen. 

<^ Hyperlink (circle tap) creates a hyperlink 
button. 



I Insert space adds a space. 



r 



Initial caps formats text with initial capital 
letters. 

Insert character opens a box for adding a 
single letter. 

Insert tab inserts a tab. 



JL Italics italicizes words or selected text. 
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\/C Check tap displays options for an 
embedded document. 

O Circle opens an edit pad for a word or text 
selection. 

^ Circle line opens a blank edit pad so you 
can replace a word or text selection. 

^ Cross out deletes words and selected text. 



/ Double caret creates an embedded 
document. 

:=s Double flick left or right scrolls to the 
extreme right or /^of a document. 

11 Double flick up 6>r down scrolls to the 
bottom or top of a document. 

,^ Double tap selects a word. 

P Find searches for a specific word in a 

document or selection, and allows you to 
replace it. 

— Flick left or right soxoVis, to the right or left 
of the screen. 



J 



Lower case formats text as lower case. 



New line inserts a line break. 



I New paragraph inserts a paragraph break. 



N Normal makes a word or selection plain 
text. 

I Pigtail deletes one character. 

\ Press and drag selects text. 

P Proof displays alternate spellings of a word. 

:^ Quadruple tap selects a paragraph, 

"ac:. Scratch out deletes words. 



& Spell checks the spelling of a document or 
selection. 

^ Tap selects one character. 
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3 8 Editing Text in Documents {continued) 

if Triple tap selects a sentence. 

U Underline underlines words or selected text. 

— '• Upper case formats text as upper case. 

■ Editing Text in Edit Pads 

I Insert space adds one or more spaces. 

"~~ Line through deletes characters. 

/ Pigtail deletes one character. 

j^ Press makes a character box active. 

■ Editing Text in 3o>^ed & Ruled 
Writing Pads 

I Insert space adds one or more spaces. 

— — " Line through deletes characters in 
boxed pads. 

/ Pigtail deletes one character. 

^ Press makes a character box active. 

■^k:. Scratch out deletes characters in ruled pads. 

■ Editing Overwrite Fields on forms 
I Insert space inserts one or more spaces. 



Editing Overwrite FieWs on forms (continued) 

"^ Scratch out deletes the characters beneath 
the gesture. 

■ Editing Fill-in Fields on forme 

/•\ Caret opens a writing pad. 

Circle opens an edit pad. 

X Cross out deletes the contents of the field. 

•^ Double tap selects the contents of the field. 

1 Insert space inserts a space. 

/ Pigtail deletes a character. 

Y Press sets an insertion point for keyboard 
entry. 

r Press and drag moves text from one field 
"^"^ to another. 

Scratch out deletes the contents of the field. 



Tap press and drag copies text from one 
field to another. 

Tap opens an edit pad. 






Getting Help 



? 



Line through deletes the characters 
beneath the gesture. 

Pigtail deletes a single character. 



,^ Double tap on the Help icon opens the 
Help Notebook. 

Question Mark on icons, option sheet 
controls, and other objects displays 
Quick Help. 

y Tap on the Help icon opens Quick Help. 
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■ Working with Embedded 
documents 

|P Borders hides the borders. 



\4 Check tap displays options when borders 
are hidden. 



/ Double caret creates an embedded 
document. 

■ Scrolling 

=s Double flick left or right scrolls to the 
extreme right or lefiofa document. 

11 Double flick up cr down scrolls to the 
bottom or top of a document. 

--— Flick left: or right scrolls the document 
right or lefi. 

I Flick up or down scrolls a line to the top or 
bottom of the screen. 

■ Setting Optlonefor Documents, 
Text, & Objecte 

V^ Check displays options. 



v^ Check tap displays options for an 

embedded document when borders are 
hidden. 



■ On the Bookshelf 

/, Caret opens the pop-up Create menu to 
create a document or notebook. 

n/ Check displays options for a Bookshelf 
icon. 

Cj Circle opens an edit pad for the title of an 
icon. 

Y Cross out deletes a Bookshelf icon. 



On the Bookshelf (continued) 

(*) Hyperlink (circle tap) creates a hyperlink 
button. 

HH Plus selects Bookshelf icons. 

r Press and drag moves Bookshelf icons. 

1^ Tap opens an item on the Bookshelf 

,^ Tap press and drag copies a Bookshelf icon. 

■ In the Document Title Line 

\y Borders hides a document's borders and 
menus. To show them again, check tap \/ 
in the document and use the Access option 
sheet. 

\/ Check displays options for the document. 

(1) Circle opens an edit pad for the document 
title. 

G Cork margin shows or hides the cork 
margin. 

^ Cross out deletes the document. 

I Find searches for a specific word in the 
document and lets you replace it. 

I Flick up or down zooms or reduces the page 
view, if that preference is set. 

m Menu shows or hides the document's 
menu line. 

Y Press and drag moves a floating document. 

"*^ 

1 Tab shows or hides a document's 
Notebook tab. 
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On Notebook Tabs 



USING PENPOINT 

In the Table of Contents {continued) 



,^ Double tap floats a document, if that 
preference is set. 

C Circle opens an edit pad for the tab's name. 



O Circle opens an edit pad for the document 
title. 

^ Cross out deletes the document. 



il Double flick up or down moves overlapped 
Notebook tabs to the top or bottom of the 
column. 

— Flick left on any Notebook tab displays all 
the tabs at once. 

I Flick up moves a Notebook tab up to show 
the overlapped tab below. Oi flick down 
reveals an overlapped tab. 

■ In the Scroll Margin 

— Flick left or right scrolls to the right or left. 

I Flick up or down scrolls a screen length to 
the top or bottom. 

z^ Double flick left or right scrolls to the far 
right or left of a document. 

II Double flick up or down scrolls to the 
bottom or top of a document. 



/ 



In the Table of Contents 

Caret opens the pop-up Create menu to 
create a new document. 



z=s Double flick left or right scrolls to the far 
right or /^ of the Table of Contents. 

II Double flick up or down scrolls to the 
bottom or top of the Table of Contents. 

.^ Double tap expands or collapses section 
contents. On a page number it floats a 
document, if that preference is set. 

— - Flick left or right scrolls to the right or left. 



I Flick up or down scrolls a line to the top or 
bottom of the screen. 

d) Hyperlink (circle tap) creates a hyperlink 
button. 

^ Press and drag on a document title moves 
****** the document. 

^ Tap on a document's page number or icon 
turns to that page; on a document title 
selects the document. 

^ Tap press and drag on the document title 
'****' copies a document. 



V Check displays options for the document. 
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t 



y/ 



Arrow U p increases the point size of a word or text selection. 
Arrow Down Decreases the point size. 
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What Works 

Use two strokes to draw an arrow. 

1 Draw the arrow tip. 

2 Then barely lift the pen and quickly draw the 
arrow shaft. 

■ Be sure to make the arrow tip in one stroke from left 
to right. 

■ The tip of the arrow must touch the word you want 
to change. 



■ What Poesn't Work 

Arrows made with one stroke. 

Pausing too long between strokes. 

Targeting incorrectly. 

Too much angle on the arrow shaft. 

Making a loop at the arrow tip. 

Starting the arrow tip from the right. 

Cluttering the gesture with extra hooks 
or wiggles. 



y^ 



m 



ivaila 



ft avaiiabl 



P DoldJDordere Makes text bold. 

Hides an embedded document's border. 



To Make Text 3o\d 

Make an uppercase 3 over the word or selected text 
that you want to appear as bold text. 



1^-,-' O^*' 



To Hide an Embedded Document's Dordere 

Make an uppercase 3 in the title line of the embedded 
document. 



/ R Read Me First 

Document Edit Insert Case Format 



■ What Doesn't Work 

Making die 3 so that most ol ilie 
siesuuv is above or below tlic line. 



..■:.&: 



Putiing the 3 over pan ol a word other than 
die one you warn lo lorinai. 

Making the 3 too nuich outsick- the selection. 

Making the 3 in a different way than you clitl 
in Handwriting Clusiomi/.ation. 
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[ 



Bracket, Left Selects text 



■ If no text is selected, a left bracket drawn anywhere on a word selects it. If there's already a 
text selection and you draw the bracket facing the selection, the selection gets extended to the 
bracket. If you draw it on a word that's part of an existing selection, it reduces the selection to 
that word. 



What Works 

Draw it in one stroke. Start at the top and draw three 
sides of a rectangle, leaving it open to the left. 



irwo 



=> 



»J2. 



■ mat Doeen't Work 

Dravviny, (rem die boiioni up. 

Drawiiii; extremely curved 
or pointed lines. 

Dniwini:; anodier bracket before lifting the pen 
avvav from the screen 



C < 



] 



Bracket, Right Selects text 



■ If no text is selected, a right bracket drawn anywhere on a word selects it. If there's already a 
text selection and you draw the bracket facing the selection, the selection gets extended to the 
bracket. If you draw it on a word that's part of an existing selection, it reduces the selection to 
that word. 



What Works 

Draw it in one stroke. Start at the top and draw three 
sides of a rectangle, leaving it open to the right. 



i] 



=> 



:ion 



] 



■ What Doesn't Work 

Drawing hom liie bottom up. 

Drawing extremely curved or 
pointed lines. 

Drawing another bracket before liftins:, the pen 
awa\- fVom rhe screen. 



D > 
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C^ rev Opens a small writing pad in text for adding a word. 



What Works 

Starting the gesture at the lower left, draw a slanted 
line up and then down to the right. The caret tip must 
point at the space between words. 

A writing pad pops up above the tip of the gesture. 
New text appears at that same point. 




hooks 



or wiggles. 
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B What Doesn't Work 

Making two strokes. /\ 

Creating a loop at the tip. /\ 

Starting on the right side of the caret. 
Cluttering the gesture with extra 



A 



Where It Works 

In a table of contents, a cork margin, or the Bookshelf, opens the Create menu to create new documents. 






C^ rev I ^ p Opens an embedded writing pad in text. 



What Works 
1 



What Doesn't Work 



Starting the gesture at the lower left, draw a slanted Tapping too far off-center. 
line up and then down to the right. The caret tip M3km^ the tap too far inside 

must point at the space between words. 



1 Barely raising the pen, quickly tap over the caret 
tip to complete the gesture. 

The caret tip sets the insertion point for the new text. 



the caret. 

Lifting the pen tip too far before tapping. 



A 
A 
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LyUCGK Displays options for a word, object, or selection in text. 

What Works ■ What Voeen't Work 

Draw the check in one gesture, with the beginning of Vcriical (too similar lo ihc 

the first downward stroke on the word or selection inscii space gcsuiicj 

whose options you want to see. F^()<)la'l^ V 

1 fori'/onial (loo similar to tJic , 

/ >. A new line gcsLuiv) -A 

^ or 

Where It Works 

Displays options for objects and icons. 

When you draw it in the title line of a document or accessory you see options for that thing. 



Ch^Ck 1 5 p Displays options for an embedded document when you've hidden its 
borders and title line. 



■ Choose Show from the Access sheet to redisplay the embedded document's borders. 

What Works ■ What Doesn't Work 

1 Anywhere in the embedded document, draw the Orawiiig rlu- checkmark at a i 

checkmark in one stroke. liori/onral or vertical angle. J . 

2T-C1 L I IT- L -11 T I looked lines. 

i hen, barely lirtmg the pen, quickly make a tap 

just to the right of it. Tapping in the middle or beneath . 

the check mark. V 

Lilting the pen U)o lar belore tapping. 
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O circle 



Opens an edit pad for a word or selection in text, 
text fields, and labels. 
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What Works 

Start at the top of the character, word, or series of 
words that you want to edit. 

Draw a neatly closed, counter-clockwise circle. Ovals 
also work. 

yzh work too. 



■ What Poesn't Work 

Not starting the circle from the top. 

Overlapping parts of the circle too 
much (overlapping a little is okay). 

Not closing the circle. 



An edit pad appears containing the circled characters, 
word, or words. 

Where It Works 

Opens an edit pad for a document title, or a label on a tab, icon, or hyperlink button. 



k!^ U\rC\0 L.\\^0 opens a blank writing pad to replace a word or selection in text. 



o 

a 

c 



What Works 

1 Over the word or within the selection that you 
want to replace, draw a circle or oval. 



B What Doesn't Work 

Lifting the pen too far before drawing the line. 



Pausing too long between drawing the circle 

2^j 1 1 1 • r • 1 r 1 and the line. 

1 hen, barely iirting the pen rrom the screen, 

quickly make a horizontal line across the middle of Not making the circle correctly. (See circle 

the circle. gesture.) 



On a single word 






Too much angle on the horizontal v^ 
line. ^^^ 



-^f'' v^t^^; 



On a selection: 



h3iti r 



oad filled md 
line sesti 



piiiij 




ore opens 



« 2, .oisrij 



You may begin the line from either the right or left. 
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© Circle Tap Creates a hyperlink button. 



o- 



What Works ■■ ^'^^t Docen't "HorV. 

1 First select the text, document, or object that you 'I'-n^P'".^ "^'^'^l^l'^ ^^'^ circle, 
want the button to link to. \or making die circle corrccily. (Sl-c circle 

r% I • I r 1 I I- T r gesture.) 

2 Make a circle where you want the hyperlink button 

to aODear Pausing toi) long between drawing the circle 

and lapping. 

3 Then, barely lifting the pen, tap In the center of 
the circle. 

The link button will appear where you make 
the tap. 

Where It Works 

You can create hyperlink buttons almost anywhere, including documents, cork margins, and on the 
Bookshelf 



V^ Cork M S r^ i n shows or hides the cork margin at the bottom of a document. 

What Works ^ m^Doeer^t^otk 

T, r \ /- • u • 1 r- r I J Siariin" with a loop at the ion 

Make an uppercase C m the title Ime or the document. <-' i . r (** 

(Closing it so much ihai it s interpreted 



as a circle. 



c 
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UrOS^ UU'D Deletes a word or selection in text, or any object directly beneath the X. 



What Works 

Make an X using two distinct strokes (top to bottom) 
over the selection or object that you want to delete. 

1 Draw the first stroke; 

barely lift the pen fi-om the screen 

2 Quickly draw the second stroke. 

Where It Works 



■ What Doesn't Work 

Drawing the gesture in one stroke 
(connecting the two lines). 

Drawing strokes that are not 
clean lines. 

Making a + instead of an X. 



Deletes the contents of a field, documents from the Table of Contents, and icons from the Bookshelf. 
When you draw it over a document's title line, it deletes the document. When you draw it over a disk 
icon or disk name in the Disk Manager, it ejects the disk. 
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X 

+ 



A 



UOUul^ L'Bi V&X/ Displays the Create menu to create a document embedded within an 

existing document. 



What Works 

Two carets, one nested beneath the other. (Either 
upper or lower can be made first.) 

1 Each caret gesture should be drawn from left to 
right with one stroke. 

2 After drawing the first caret, barely lift the pen 
from the screen and quickly draw the second caret. 



■ What Doesn't Work 

L.'sitig more than iwo strokes U) nuike rhc two 
carets. 

Making either carei h"om right \o k'h. 

Makini: strokes with extra hooks or wiirt'les. 

Lilting the pen tip too hir hclorc making the 
second caret. 

Pausing U)0 k)ng bciween drawing ilie second 
caret . 

Too much ovcriapnina;. /Y^ 

A 

loo nuich space between carets. A 
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II 



Double Flick Left Scrolls to the left edge of a document. 
Double Flick Right Scrolls to the right edge. 



What Works 



What Doesn't Work 



llicks that arc ai ocld angles or niaclc 
in dilf"LM-cnr diivctions. 



1 Start the first flick on the column where you want 
the scroll to begin and draw a short, straight line, 
making a snappy flick with your pen. I.ifiing eIk- fx-n roo lar or taking too lt)ng 

2 Barely lift the pen tip and quickly make a second 
flick. 



before making ilic second Hick. 

Hooks at rlie beginning or c\u\ ol 
(licks. 



Flick left to scroll to the right edge; flick right to scroll i^^.-hi,,^ ^i,, ,,.,,.,,, ,„j p,^,,;,,^. i,,.,;,,,. 
to the left edge. Hicking.' 

■ Make your flicks as if you're pushing a real piece of 
paper with them. 

Where It Works 

You can flick anywhere in a document (except draw and paint documents) including tables of contents. 



Double Flick Up Scroll to die bottom of a document. 
Double Flick Down Scrolls to the top. 



u;, ^u/ , ■ What Doesn't Work 

What Works 

I'iicks tiiar are at odd angk's or made ^ 

1 Start the flick on the line where you want the scroll iti Jiri-erenr directions. / 

to begin and draw a short, straight line, making a • - i 

m, . 1 1 iliirm the pen roo far or rakinj' roo loni; 

ck with your pen. i r i- i i lt i " 

"■ '- ' ■' ^ belore makmg the second nick. 

2 Barely lift the pen tip and quickly make a second i j,^,,|,, .,^ ^i,^. beginning or end of > 
flick. flicks. ' ' ^ 

Fhck down to scroll to the top of the document; flick Touching the screen and pausing ix-lore 

up to scroll to the bottom of the document. flicking. 

■ Make your flicks as if you're pushing a real piece of 
paper with them. 

Where It Works 

You can flick anywhere in a document (except draw and paint documents) including tables of contents. 
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Double Tap 



Selects a word in text. 

Expands or collapses sections in the Table of Contents. 

Floats a page (if that preference is set). 



What Works 

Touch the screen firmly twice in the same spot, barely 
lifting the pen between taps. Then lift the pen. 

■ Double tap on a word to select the word. 



tff^f 



=> sej 



■ What Doesn't Work 

Lifting the pen tip too far between taps. 

Pausing between taps. 

Tapping on two different objects or words. 

a word 



Double tap on a section title in the Table of Contents to show documents in the section. 






Q" sdfeS. ..,,.. :...,, ..,.,^, ,.,..,.,.■,..:.;,..:..,,,.,,:,::„.,,,.„......, ..9 

■ ii Chain Stores, .,^;.^.:^^.:-.,;..f^^... :....,:.-,.;.. r,,-:>,.:^.;. 13 

H Complainte to Act on..... :. ;:/^. ;........,... ..;.-,....^^ 

i3':New Bottb .Design; . ;, .:. m ■ - • . • . : , . -i v. > ., ; - ; : : :. 1 5 



Sales. ..::.::..,,:.-. ....^ 

■ : :: || ': Sales Jdv: Region 
■ Ml NewHires-^ 
^lUi.Custonieis v.. ......;.,:.: 

• 11 Chain Stores::.,. 



:9 

:::i:0 
^:li 

■■IS; 

:::13 



Where It Works 

Double tap on a word to select the word. Double tap on a section title in the Table of Contents to show 
section contents. On a table of contents page number, floats the page. On a tab, floats the tabbed page. 
On a hyperlink button floats the page attached to the hyperlink button. 



Ej(5C't'/uXpOr't' In the Disk Manager, ejects a floppy disk. 

In a Table of Contents, exports a document. 



In the Disk Manager 

Make a capital E over the disk icon or disk label. 

/' Disks I 



Voiume Edit View Sort Show 
Name 
U Penpoifrt 



Dir 



■ What Doesn't Work 

Making the E differently from the way you 
practiced it in Handwriting Customization. 



In a Table of Contents 

Make a capital E over the title of the document you wish to export. A double marquee appears around 
the document title. Then, drag it to the Disk Manager to export it. 

Where It Works 

Over the Disk Manager icon on the bookshelf. 



USING PENPOINT 
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rinc^ Opens a dialogue sheet that lets you search a document or selection for a specified 
word, and replace it with another word. 



What Works 



What Poesn't Work 



Make an upper case F over the document or selection ^I"i ii'<'"g ^^'^r^'^' sirokcs to make ilu- gcstinv. 

you want to search. Use three strokes even if you didn't i ifiino ihf pen loo far before complciino iho 
practice F's that way in Handwriting Customization. ncsiiirc. 

■ Keep the pen tip close to the screen while making 
the gesture. 

■ Used in a title line, the gesture searches the entire document. 



/ IJJad Me First 

Document Edit Insert dise Format 



■ Used within a document, it searches from that point to the end. 

■ Used anywhere in a selection, it searches the entire selection. 



rlick LOTV Scrolls documents right. 

On the document title line, turns to the next page. 

rlick Kl^ n't Scrolls documents left. 

On the document title line, turns to the previous page. 



■ A flick left; on a column moves that column to the 
left edge of the screen, revealing more of the right side 
of the page. 

On the title line it turns to the next page. 

■ A flick right on a column moves that column to the 
right edge of the screen, revealing more of the left side 
of the page. 

On the title line it turns to the previous page. 

What Works 

Draw a short, straight line making a snappy flick with 
your pen. 

■ Make your flicks as if you're pushing a real piece of 
paper with them. 

Where It Works 



■ What Poesn't Work 

Clesmiv.s ihai. aiv at ockl aniilcs. 
Curved "c-suircs. 



1 looks at hctiintiitii; or end ol flicl 



vx 



loiKiiing the screen ami pausing; 
siarrinji to flick. 



before 



In a notebook with overlapped tabs, flick left displays all of the tabs in columns. Any gesture puts 
back into one column. 



them 
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rliCk Up Scrolls documents up. 
Flick Down Scrolls documents down. 



Scrolls documents up and down to reveal the portion not on the screen. 



What Works 

Draw a short, straight line, making a snappy flick with 
your pen. Think of it as pushing a piece of paper. 

■ A flick up moves the line next to it to the top of the 
screen, revealing more of the bottom of the page. 

■ A flick down moves that line to the bottom of the 
screen, revealing more of the top of the page. 

Where It Works 



■ What Poesn't Work 

Odd angles. 

Curves. 

Hooks. 






Touching the screen and pausing before 
starting to flick. 



A flick up on a pop-up list shows the next choice; flick down shows the previous choice. A flick 
up in the title line of a document zooms the page (if that preference is set). Flick on an 
overlapped Notebook tab to see the one below. 



3 
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OD 
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Y\\XA3i I 0.3 pS Capitalizes a word or selection. 



What Works 

Starting within the word you want to format with an 
initial capital letter, draw a horizontal line left-to-right 
through most of the word, then complete the gesture 
with a short line up (90 degrees). 

■ The right angle should be made before you reach the 
end of the word. 



M What Doeen't Work 

Making the gesture in two strokes. 

Making the gesture at odd angles. 

Underlining the words with the horizontal line 
instead of drawing it through the words. 



IBIMBll^ 
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Y\^&Vw LMBXBiCX/OV Opens a single-character writing pad. 



What Works 

Beginning where you want to insert a character, draw a 
short line up and, without lifting the pen, complete 
the gesture with a short line to the right (90 degrees). 

■ The place where the pen tip first touches the screen 
determines the insertion point. 



■ What Doesn't Work 

Noi. 90 degrees. (Tlie j^esuire must he made ;iL 
a righr angle to the text line.) 

Starting rlie gesture loo 

flu- below the text line. in-n .< . Ipeu-i 



msert a ciTacter 



L 



I nSSr'D Z)V3iC& Adds one or more spaces in boxed pads. 

Inserts one space in text. 



In B-oxed Pads 

1 Begin in the middle of the character box before 
which you want the space. 

2 With one stroke, draw a line down and then right. 

3 End the gesture below the next box to the right. 

■ Think of it as pushing the character in the box one 
space to the right. 

Make the bottom line the length of one character box 
if you want to insert one space, two to insert two 
spaces, and so forth. 



1 



OKI 




Cfe^j Catuce 1 } 



■ What Poesn't Work 

Making the gesture in two strokes. 

Makinu, the entire siesture 
within the box. 



Drawing the vertical leg 
on the character box line 

Drawinsi the iiesture at an 
odd anule. 



h e 1 _Q_ 

Of; Clear Cancel 



h L 1 



_£ 



hie 1 



r 



h ^1 



_t 



i 



h e 1 

OK Cfe'ST CaTTcel 



h e 1 j^ 

OK Cleat Cancel 



(continued) 
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In Text 

Draw a short line down and, without lifting the pen, 
complete the gesture with a short line to the right 
(90 degrees), ending just below the text line where you 
want the space. 

■ The beginning of the gesture sets the insertion point. 

■ For the best results, start the gesture in the middle of 
the line. 
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■ What Doesn't Work 

Making the gesture in two strokes. 

Beginning the gesture too high. 

Tilting. 

Not using a right angle. 



t alpaca 
t d^ace 

t a^pace 



■ If you're inserting a space between characters, be precise about starting the gesture directly 
between them. 

■ To insert more than one space repeat the gesture. 

To inseitlrepeat the gestiJ.re-==^To insert: Irepeat the gesture— ==>To insert: |i~epea.t the gesture 



L 



Y\3&rX/ 1 5 b Inserts a tab into a text document. 

The text following the gesture moves to the next tab stop. 



B 



What Works 

1 Draw a short line down and, without lifting the 
pen, complete the gesture with a short line to the 
right (90 degrees), ending just below the text line 
where you want the tab. 

2 Then, barely lifting the pen, make a flick right just 
below the horizontal line. 

■ The flick should be parallel to and about the same 
length as the horizontal line. 

■ Drawing this gesture through a character can split 
a word. 



This gesture inserts a tab - 
where you first put the pen 
down. 



< 



■ What Doesn't Work 

Making the gesture in three strokes. 
Pausing too long between strokes. 
Making the gesture at odd angles. ^ 

Lifting the pen point too far from the screen. 

L 

Starting the gesture too high. 



Making the flick in the wrong 
direction. 



LJh 



This gesture inserts a tab 
where you first put the pen 
down. 
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USING PENPOINT 



I "tS I i C Makes text italic. 



What Works 

Make an uppercase I over the word, sentence, or 
selected text that you want to italicize. Use three 
strokes, even if you didn't practice the I that way in 
Handwriting Customization. 



=> Itali 



H Whst Doesn't Work 

iVlakiiip; niosr ol ihc I below die line. 

Drawing over a pan of a word otiier than Llie 
one vou want [o iralici/e. 



(joing roo lar outside the 
selection. 



I 



1-ailini; to use three strokes. (A one-stroke I 
will be interpreted as a lliek.) 



LinS IhrOU^h [y^d^j Deletes translated characters from character boxes 

(multiple characters only). 



■ Line through won't work on a single character. 
Use a pigtail to delete single characters. 

What Works 

Draw a horizontal line from left to right though the 
letters you want to delete. 



D 



Drawiii" the line from rii;ht to lelt. 

Slant inu; the line too intieli 
f.sonie slant is okay). 

I )rawing the line in a single 
character box. 



W ■ * W'" " il' 3 " "^ " O 



r d 
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LOVV^r C^6(5 Formats a word or selected characters as lowercase. 



What Works 

Starting within the word you want to make lowercase, 
draw a horizontal line lefit-to-right, through most of 
the word, then complete the gesture with a short line 
down (90 degrees). 



■ What Doesn't Work 

Making the gesture in two strokes. 
Making the gesture at odd angles. 



Underlining the words with the 
horizontal line instead of 

■ The right angle should be made before you reach the drawing it through the words. 

end of the word. 



LO WERCAS E 



nrl M^H U Hides or displays the menu line. 



■ If you want more room on the screen for documents, you can hide the menu line by making 
the M gesture in the document title line. 

■ When you need the menus again, the M gesture in the title line redisplays them. 



What Works 

Make a capital M in the title line of the document. 



DDGunneril 1 Eidj^^^ 


:: ::^;:::;::;:B::ead;:|Vlf ;^^ 
Insert'- :^C:ase::K:B3rnfi'8t :■,■: ■::;;: 









n What Doesn't Work 

Making the M differently from the way you 
practiced it in Handwriting Customization. 



I NSW Lin^ Inserts a line break into text without beginning a new paragraph. 



What Works 

1 Draw a short line down and, without lifting the 
pen, complete the gesture with a short line to the 
left (90 degrees), ending just below the text line 
where you want the line break. 

2 Then, barely lifting the pen, quickly make a flick 
left just below the horizontal line. 

■ The flick should be parallel to and about the same 
length as the horizontal line. 



■ What Doesn't Work 

Taking more than two strokes to make the 
gesture. 

Pausing too long between strokes. 

Making the gesture at odd angles. 

Lifting the pen too far above the screen before 
making the flick. 

Making tlu- flick in the wmng clirection.i=l 



i 



This gesture inserts a line 
break where you first put the 
pen down. It does not startla- 
new paragraph. ^ 



This gesture inserts a line 
break where you first put the 
pen down. It does not start 
a new paragraph. 
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USING PENPOINT 



I N a W Pa ra g ra p h inserts a paragraph break in text. 



What Works 

Draw a short hne down and to the left where you want 
the paragraph break. The line to the left should be at 
90 degrees to the line down, and it should end just 
below the text line. 

■ The beginning of the gesture sets the insertion point. 

■ Start in the white space between words and use one 
unbroken stroke. 



What Doesn't Work 



Nor drawiiii!; [lie i^osiuiv at a 
ri"lit anuk- U) the text line. 



Makini; the gcsuiiv loo much like a cheek 
Startinii the srestiire at the bottom. 



'{) sr 




N 



N0rin<9l Formats text as normal (plain), removing styles such as bold, italic, or underline. 



What Works 

Make an uppercase N over the word or selected text 
that you want to have appear in the normal format. 



■ What Doesn't Work 

Drawing over parr ol a word other than ihe 
one voii \\aiu lo formal. 



( loiiig too much outside ihe 
.seleciit)ii ihai \i)u waiii U) 
lormar. 



N 



Makiii" the N in a different wav than vou did 
in I iandwriiinu C!u.stomi/ation. 



N 
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I i^'t^n Deletes individual characters in boxed pads, in text, or in text fields. 
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In 3oxed Fade 

Begin the line within the character box and extend it 
through the top of the box, ending with a loop. 

■ The loop is the key to differentiating this gesture 
from a flick, so don't worry about the length of the 
"tail" you leave after the loop. 



.■^J,,s., 



In Text 

Draw a vertical line with a loop at the top. 

■ For the best results: 

1 Begin the gesture on the character you want to 
delete. (The place first touched by the pen tip 
determines what is deleted.) 

2 Draw the vertical line, create the loop above the 
character, and end with a straight line. 

If 



■ What Doesn't Work 

Ending the gesture inside 
the character box. 

Starting the gesture below 
the box. 



be 



be 



■ What Poesn't Work 

Ending with a circle. 
Beginning above the character. 
Starting with a loop. 
Drawing through several letters. 
Beginning below the character. 
Ending with a curved line. 



/ 



/ 

tw6o 

two© 
tfmno 



Kom 



\\U€> Selects or deselects hyperlink buttons, icons on the Bookshelf, embedded 
documents, and other objects. 



What Works 

Make two strokes at right angles, keeping the pen tip 
close to the screen between strokes. 

1 Start with the downward line. 

2 Draw the horizontal line from either direction. 

■ The gesture's lines should intersect directly over the 
selection, icon, or button you want to select or deselect. 



■ What Doesn't Work 

Milking an X instead of a +. /" 

Nor lifting the pen enough U) * 

scpaniu- rlic two parts ol ihc gcsuirc. N/ 

Lifting the pen tip too lar between drawing 
the two hnes. 



Paiisin" too lonsi between strokes. 

Hooks Lit the beginning or end 
ol lines. 



+ 
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USING PENPOINT 



\r033 Begins a move. 

Begins a drag-through selection of text. 

Sets an insertion point for keyboard insertion of text. 



To Move an Object or Selection 

1 Touch the object or selection with the pen tip. 
Hold the pen there. 

2 Wait until you see a marquee around the object or 
selection. (It doesn't hurt to lift the pen once the 
selection is in move mode.) 

3 Drag the object or selection to its destination. 



■ What Doesn't Work 

lapping (lifting rlic pen awiu' from iIk- screen 
too ciuickK). 

Lifting the pen before ilie daslied line forms 
around the selection. 

Lilting before you ilnisli dragging the selecci<.)n 
or object. 



U Complaints to Acton 13 

I!!? New Bottle Design 14 

UiSsr^a^onaimeFiKV""": 15 
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■ An object will be moved to the precise point on the screen where you lift the pen. 

■ Selected text will be moved to the precise point on the screen where you lift the pen or to the 
space between words that's nearest to the point where you lift the pen. 

To Select Text 

1 Touch the pen to the screen. 

2 Wait for the first character to be highlighted. 

3 Without lifting the pen, drag the pen to the last 
character you want to include in the selection. 



me 



To Set an Insertion Point in Text 

1 Touch the screen between characters where you 
want to insert new text. 

2 Press until an I-beam appears. 

3 Then lift your pen away from the screen. 



m. 



=> 



(continued) 



DRAWING GESTURES 

To Set an Insertion Point in Doxed Pads 

1 Touch the screen in the character box that you 
want to make current. 

2 Press until it's underscored (about one-half second). 

3 Then lift your pen away from the screen. 
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^hH§ I GiH 



I GiH:T 



Where It Works 

Moves text selections. Moves documents in a table of contents. Moves documents and files in the Disk 
Manager. Moves Bookshelf icons. 



1 root Opens a proof sheet that includes alternate spelling and translation choices for 
a word in text. 



!► 



What Works 

Draw a capital P anywhere within the word or 
selection that you want to proof 



QuadrU pla Ta p Selects a paragraph in text. 



■ What Doesn't Work 

Making most of the P above or below the line. 

Proof ihbs word only Proof tli^s word only 

Drawing over a portion of a word other than 
the one that you want to proof 

Making the P in a different way than you did 
in Handwriting Customization. 



What Works 

1 Touch the screen firmly four times, barely lifting 
the pen between taps. Tap on the same spot on the 
screen each time. 

2 Then lift the pen away from the screen. 



IV,. iC 



oil must be i^ireituj 



-1-1 



tiie pen t;oo tar ijl 
between taps. Offly lift I 
icklv taooins foi 



-it tO ill t 



ACl 



■ f \S f 



J can perform other 



■ What Doesn't Work 

Lifting the pen too far between taps. 
Pausing between taps. 



Tills sestiire lets vi 



ULl i-tHl 



n oerionii otiiei 



2 tne sfjeiiu 
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USING PENPOINT 



Question Mark Opens Quick Help. 



■ Drawing a question mark on some areas of the screen gets you Quick Help about that object. 
For Quick Help about most things, tap the icon for the Help notebook (on the Bookshelf). 



What Works 

Draw a question mark over title lines, icons, or bold 
option labels on the left side of option and dialogue 
sheets to see Quick Help for the object. 

■ For best results, draw the question mark so that the 
loop joins the stem over the center of the target. 
Quickly draw the dot at the bottom of the stem. 



H What Doesn't Work 

Dnnving the qucsiioii mad< oil" the ccmcr ol 
the object. 

Tailing to dot the question mark. 

Making an elongated stem. 



ZDCraX/CU UU't' Deletes words in text; deletes one or more translated characters in 
boxed pads; deletes untranslated text in ruled pads. 



What Works 

Three horizontal lines back and forth on top of each 
other without lifting the pen (a very compressed Z.) 



■ What Doesn't Work 

Trying vo scratch our untranslaied writing in 
character boxes. 



Loose zig/ags. 
A continuous loop. 
Disconnected lines. 
J looks ar the end. 



DEERPES ONE WORD. 



=> ONE WORD, 
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TDVCW Checks the spelling of a document or section. 

■ Used in a title line the gesture checks the entire document. 

■ Used within a document, it checks from that point to the end. 

■ Used anywhere in a selection, it checks the entire selection. 



What Works 

■ To check the spelling of a selected word or sentence, 
make a capital S over the selection. 

Checks one selected ;»l 



Starts checking from any w^c 
Checks an entirc^felection. 



■ What Doesn't Work 

Making the S so that most of the gesture is 
above or below the character line. 

Making the S too much outside the selection. 



I ^ V Shows or hides Notebook tabs. 



What Works 

With two strokes make an uppercase T in either the 
document title line or on the Table of Contents title. 

■ When a tab is showing, the T gesture hides the tab. 

■ When a tab is hidden, the T gesture displays it. 



■ What Poesn't Work 

Crossinj; ilie T so rhac it looks like a +. 



USING PENPOINT 
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1 5 p Selects or activates what you touch with the pen; 
in text, selects one character. 



What Works 

Touch the screen firmly, then quickly lifi: the pen. 

Wait a moment for the PenPoint computer to carry 
out your instructions. 

Where It Works 

Tap to choose menus, commands, and options. Tap to 
turn pages, open icons, select a character, or translate 
text. 



te boo k: Co nte nts 
Document Edit CrmfiB View Show Sort 



^ 



Business 
Memo 
MiniTeKt 
Section 
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U Read Me Firs 
U First Ex perier 
Ul Sampbs 

iJ New Product Ideas 

U Package Design Letter 

MLniText 

[x New Product Ideas 5 I 

i Document Edit Insert Case Format I 

Eggplant dip '^'| 

(We'll need a catchy name for tliis,) This is | 
a variation on babaganoush that I tiiink will f 
I stand up 'ivell to long-tmEn shelf storage, It ^ 1 
iinyolves roasting the lgg£lante_(vv|Jchj^^ 
' can do in bulk) and t>r Te^tOptm ns " ►" Chlracte T 



y 



iv/itli garlicj lemon, oil 
1 currently have some | 
I separating out to the lj 
1 very unappetising, bi| 
ia binding agent to so| 



Font: 
Size: 
Style: 



1 tr u 
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1 
.J 


^ Cle^t Canes 



Roman (URW) 

12 

Bold 
Italic hr 
SmaWCaps 
Strike -thru 
Unde rline 
Heavy Underline 
Hidden 




! The executive never sot a chance to 
\ try our product 

3 vij m fli m 

Help Prefste rices Tools Stsicnery Deks Keybo^id Installer In Out 



■ What Poesn't Work 

Pivssint; too hard. 
I appi ng rcpcatcti]}'. 
C.'oloriiis; in the tap. 
1 Jovcring too close lo ihc scivcn afivr lapping, 
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Tap V'Ce<de Begins a CO 



py- 



To Copy an Object or 'd6\&cV\ox\ 

1 Tap and then quickly touch the object or selection 
with the pen tip. Hold the pen there. Tap and 
press in the same spot on the screen. 

2 Wait until you see a double marquee around the 
object or selection. (It doesn't hurt to lift the pen 
once the selection is in copy mode.) 



■ What Doesn't Work 

Tapping repeatedly. 

Coloring in the tap. 

Lifting the pen too far after tapping. 

Dragging the selection or object before the 
double marquee appears. 



3 Drag the object or selection to its destination. 

A^ediljPPG^r|^oi-ii^<d your 
selectidrr-doTOle marquee. 



A double marquee will appear 
around your selection double marquee. 



■ The object will be copied to the precise point on the screen where you lift the pen. 

■ Selected text will be copied to the precise point on the screen where you lift the pen or to the 
space between words that's nearest to the point where you lift the pen. 

Where It Works 

Copies text selections. Copies documents in a table of contents. Copies documents and files in the Disk 
Manager. Copies Bookshelf icons. Copies hyperlink buttons. 



:K 



Trip I (5 T^p Selects a sentence in text. 



What Works 

Touch the screen firmly three times, barely lifting the 
pen between taps. Make the taps in the same spot on 
the screen. Then lift the pen away from the screen. 




■ What Doesn't Work 

Lilting the pen coo hir between taps. 
Pausing between taps. 



Where It Works 

On a hyperlink button, retargets the button to the current selection. On Notebook tabs, makes the tab 
label the same as the document title. On option or dialogue sheets, restores the sheet to its default size. 
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^l 



Underline Underlines text. 



What Works B What Doesn't Work 

Make an uppercase U over the word, sentence, or Making most of the U abow or y 



selected text that you want to appear underlined. 



below ihc line, or scle'crion word 

Drawing over parr o(" a word orlicr rhan rhc 
one you want lo underline. 

Making die U loo nnicli like a V. '^'^'"-^ 

Making the U diffeienil)' from die wa}' \'oii tiid 
in Handwriting (!usronii/.arion. 



u 
u 



an entire selection 



U VVer C^5(5 Formats a word or selected characters as capital letters. 

What Works ■ What Doesn't Work 

1 Starting within the word or selection that you Making ilie gesture in more rban 

r J 1 • r I- r r i^-^t' strokes. 

want to rormat, draw a horizontal line lert-to- 

right through most of the word or selection. Pausing too long iK-iween strokes. 

then complete the gesture with a short line up Making the gesture ar odd angles. 

(90 degrees). , ■ i r • i i • i i i • i i- 

Lnclerlmnig the words wiili tlie Jiorr/onial line 

2 Barely raising the pen, quickly make a flick up instead of- drawini; ir through i, 
beside it. die words. UWiiJXiliitt 

■ The horizontal line should cross through the word or '^'^^''^'"^^ ^'^^' ^^'^''^ ^l^^vnward instead of ufnvard, 
characters to be formatted. ^^' '^ '" "*" ^ ' ^^ '^' 

■ The right angle should be made within the selection, 
or just before the last character you want to format. 



=> converts 
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USING PENPOINT 

You use the Installer to add applications, fonts, device drivers, and services to 
your computer. (Device drivers are instructions for printers, plotters, and 
modems; services include electronic mail and information services.) You can 
also use the Installer to customize the Notebook by creating several versions of 
the basic handwriting profile, personal dictionary, and set of preferences that 
come with the PenPoint^^ operating system. 

When you install something, PenPoint remembers which disk (volume) it's on. 
This location is called its home. When you copy something to home, you save 
all the changes you've made to the application or utility. For example, when 
you copy a printer driver to its home, you save all your setup information. 
Similarly, when you copy an application to its home, you save all the stationery 
for it, including any stationery you've customized. 

If you no longer need to work with something you've installed, you can 
deactivate (temporarily remove) it and then reactivate it later when you're 
ready to use it again. If you've copied it to its home before deactivating it, when 
you reactivate it, all your settings will be the same. 



Some eoftware installs itself 
automatically when you insert the 
floppy disk in the disk drive. In that 
case, you'll see an installation message. 
If not, then use the Installer. 
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Finding Out What's Installed in the Notebook 



VVhen you first open the Installer, it shows you what's currently installed 
in the Notebook. You'll see a sheet for each category (such as Applications, 
Handwriting, and Fonts), which lists what's installed and tells you which one 
is currently in use. 



p^ Installed 
Edit Home (ins 

Mai-QS. 

Glock-: ^ ■"■■■„■■■■,;■ •■^' 
HandwritingGu 
Letter Practice """ 
Person al Diction ary 
S-8hoi. :::.:::■;.'''■ ...■■■;::■, 



► ApprK|p.tions 
Hans! writing 

Preferences 

. Dictionaries: 

Fonts : : :: 

Services; :w 
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To see the Handwriting Installer sheet: 

1 Tap the Installer icon to open it. 

^ If the Handwriting sheet isn't 
displayed, tap the arrow in 
the title line to see a list of the 
other Installer sheets and tap to 
choose it. 
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Installed ► Handwriting 



Edit Home tlhslallFiomDtek.. 



N ar m e. Siza Modified? Cu rre . nt 

Donna's 17B^60 Yes D 

Standard 176^60 No D 

Tim's 1 76BB0 Yes Sf 



Name shows which profiles are 
installed. 

Size tells you how big each one is. 

Modified tells you if you've 
changed it since the last time you 
saved it. 

Current shows which one is in use. 
Tap to choose another set. 

2 Tap the close corner to close the 
Installer. 
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You install all the applications and utilities you keep on your computer in the 
same way. To install something, open the Installer, turn to the appropriate 
sheet, and choose Install from Disk. PenPoint opens a Disk Manager for the 
connected disk and lists the items it finds on the disk for that category. Choose 
one by tapping it. 



Installed^ ► Applications 



Edit Home (j£>g|Efto£JJ?fk.J 

IMamig Size. 

Clock 25549 

H andwriting Customizatio n 37^351 

Letter Practice 3^666 

Personal Dictionary 3JB72 

S-Shot 17.164 



Help Pie-fe»rices Tools Statbnery Disks Keyboand Installer 



To install an application: 

1 Connect the PenPoint computer to 
a disk drive and insert the disk 
which contains the application you 
want to install. 

2 Tap the Install icon to open the 
Installer. 

^ If the Applications sheet isn't 
displayed, tap the arrow in the 
title line to see the list of Installer 
sheets, and tap Applications to 
choose it. 

3 Tap Install from Disk. You'll see a 
Disk Manager showing what's on 
the disk in the drive. 



Installable Applications 



APR Al SAL 

BUILDER 

CALC 

CHART 

CO MR FT ^ 

DFSMringRaper 

FaxViewer 

MathPaper 

Noteticnk Statbnefy 

NotePaper 



li J: 



►Eje 



Volunne Edit Show 



DISK5 

Siae. 
62399 
51 /H 3 

8533 

36^920 

62424 

80J555 

180471 

9591 
11234 
36384 

.Obs,e!-.' 



4 Tap to choose the application to 
install. 

5 Tap Install & Eject to install the 
application. 

^ Tap Install if you want to leave 
the disk in the drive so you can 
install something else. 

^ Tap Close when you're done, or 
to close the Installer without 
installing anything. 

6 PenPoint displays a message telling 
you that the application has been 
successfully installed. Tap OK to 
dismiss the message. 
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You install fonts, services, handwriting profiles, personal dictionaries, and 
preference sets in the same way you do applications. For example, to install a 
font, turn to the Fonts Installer sheet and choose Install from Disk. PenPoint 
searches the connected disk and lists the fonts it finds there. Tap the font you 
want to install, and then tap Install to add the font to your computer. 

When you choose Install from Disk the Installer searches the disk for the 
category you've chosen and displays what it finds. If it doesn't find anything, 
the item may be in another directory on the disk. If this happens: 

■ Use the computer's Disk Manager to find the item on the disk (see 
chapter 11, Filing Documents for information about the Disk Manager). 

■ Open the Installer and choose the appropriate Installer sheet. 

■ Tap Install from Disk to display the Installer's Disk Manager. 

■ Drag the item from the computer's Disk Manager to a location on the 
Installer's Disk Manager. 

If you don't have enough room in the Notebook to add something, PenPoint 
displays a message to this effect. See "Managing Memory" in chapter 12, 
(Learning More About PenPoint) for details. 
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INSTALLING AN APPLICATION OR UTILITY FROM DISK 



Autdmatic Installation 



Some disks install their software automatically when you insert the disk. 



Note From installer... 
BACKUP 001 corrtainsthefolbwir^servinrss: 




Name, br Sk&. 
XkmMm A4279 
FLAP 13/468 
PCL 48^351 
PR SPOOL 1B80 




Select an Hem, thentap the Instaii button. 





v,\ 



^ 



1} ^i m & m ^. -. _ _ 

Help Piefeiences Toob Statofteiy Disis Keyboaid Installer Ih Out 



1 Connect the PenPoint computer to 
a disk drive and insert a disk. 

You'll see a list of the disk contents, 
and one item may be preselected. 
You can install this item or tap to 
choose another one. 

^ To see items not visible in the list, 
scroll the list by drawing a flick 
up I or by tapping the scroll arrow 
in the scroll margin. 

2 To install an item, tap Install & 
Eject. 

^ If you want to install something 
else as well, choose Install to leave 
the disk in the drive. 

^ Tap Eject when you're done, or 
to eject the disk without installing 
anything. (Tapping Close closes 
the automatic installer, but leaves 
the disk in the disk drive.) 

3 PenPoint displays a message telling 
you that the item has been 
successfully installed. Tap OK to 
dismiss the message. 



If you don't see an installation message 
when you insert the disk, use the Installer. 
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Creating Personalized Versions of Utilities 



The first time you use Handwriting Customization, you rename the standard 
handwriting profile so you can save it and the changes you make to it under 
your name. If someone else regularly uses the computer, you can copy the 
standard profile from disk and modify and rename it for that person. 

Similarly, you can create sets of preferences and dictionaries by modifying the 
standard one. If you need several different dictionaries or sets of preferences, 
you can copy an existing one and rename it, or make another copy of the 
standard one from the PenPoint disks and change it. For example, you might 
copy the standard dictionary, modify it to create a district sales office dic- 
tionary, and then copy and modify that one to include specific customer and 
contact names for your sales region. 
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USING PENPOINT 

CREATING PERSONALIZED VERSIONS OF UTILITIES 

To copy a dictionary: 

1 Tap the Installer icon to open it. 

^ If the Dictionaries sheet isn't 
displayed, tap the arrow in the 
title line to see the list of Installer 
sheets, and tap Dictionaries. 

2 Tap Create. 



;/ Installed ► Dictionaries 

Edit Home (lrists>.ll From Disk...) (CftflSi.-. 



Ske. Modifie d ? 
Default 1 No 

NW Sales Reps 32 No 



Cuneat 
D 



> 



?i vi g) ai fl dj 

Help Ptefeiences Took Stafbner,' Disks Keyboaid Ihi^tsiler Im C'ljt 




3 Write in a name. 

You can leave the name field blank, 
and PenPoint will use the name of 
the dictionary in the Start From 
field and add the number 1 to it, so 
Dictionary becomes Dictionary 1 . 

4 Tap the name of the dictionary on 
which you want to base the new 
one. 



5 Tap to choose a Home Volume. 

PenPoint matches the dictionary to 
its home volume. 

To choose a different home for the 
new dictionary, insert a disk. Tap to 
choose the new volume. 

6 Tap Create & Close, 



There's a shortcut for creating new 
handwriting profiles, dictionaries or 
preference sets: Draw a caret /\ over the 
metalled item on which you want to base 
the newversion, and then assign a name 
and home volume on the Create dialog. 
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If you base a new version of your preferences or the personal dictionary on the 
one you're currently using, it will contain any changes you've made to the 
standard ones. If you want to start fresh, connect the computer to a disk drive 
and use the Installer to copy the standard preference set or dictionary from the 
PenPoint disk. 

Once you've made a copy under a new name, you can customize it. To learn 
how to: 

■ Customize the standard handwriting profde, read "Customizing Your 
Writing" in chapter 6 (Writing in the Notebook). 

■ Add words to the personal dictionary, read "Adding Word to the 
Dictionary" in chapter 5 (Creating and Using Documents). 

■ Set preferences, see "Customizing the Notebook" in chapter 9 (Managing 
the Notebook). 
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Saving Your Changes 



iZ' 



Installed ► Handwriting 



Edit -Home Unsfall From Disk... 1 (Cieaie...J 



Deactivate ^ 
CojsyTo H«mie 
Update From Home 



idifie d? 



Patti'! 
Stard 
tis^ Profile 184,140 



No 
No 
Yes 



Cufrei l; 



The Installer keeps track of any modifications to things you've installed. To save 
these changes copy them to the home volume. If you don't want to keep the 
changes, restore an earlier version by updating it from home. 

To save changes to your handwriting 
profile: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap the Installer icon to open it. 

^ If the Handwriting sheet isn't 
displayed, tap the arrow in the 
title line to see the list of Installer 
sheets, and tap Handwriting. 

The Modified column tells you 
whether you've modified your 
profile since the last time you saved 
it to disk. 

3 To save new changes, select your 
profile and choose Copy to Home 
from the Home menu. 

^ To restore an earlier version 
choose Update from Home. 

PenPoint prompts you for the home 
disk. 

^ (When you connect the home 
disk, you may see the automatic 
installation dialog. Tap Cancel to 
dismiss it.) 

4 After saving or updating the profile, 
PenPoint displays a message telling 
you the command has been carried 
out. Tap OK to dismiss the message. 
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Help 
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Ptefetences Tools St«.tbnety Disks Keyboard Installer In Out 



When you make changes to a service 
or application, be sure to save them to 
disk. (You won't see a Modified column to 
remind you that you've changed 
something). 
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If you want to rename something before saving it, you rename it in the usual 
way, by drawing a circle o on it and changing it in the edit pad. PenPoint 
considers renaming something a modification of it. 

Here's a shortcut for copying an installed item to its home: draw an H on the 
name of an item in the Installer. 
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You can use the memoiy in your computer most efficiently by deactivating 
the appHcations, handwriting profiles, and services you're not using. 
Deactivating them is a way of temporarily removing them. For example, you 
might deactivate the applications and services you won't be using on a trip. 

When you deactivate something PenPoint deletes it from the Notebook, but 
leaves a placeholder and remembers its home. When you're ready to use it 
again, you can reactivate it in one step instead of having to reinstall it 
completely. Make sure you've copied the most recent version to its home before 
you deactivate anything. 

To deactivate an application: 



/ Installed ► Applications 

Edit Home yiiJristellFiomDKic...j 



Namt 
Ciocl' 



Deactivate 
Copy To Home 
n . Update From Home 

Letter Practice 
Pi^oh af, ic to nary ' ' ' ' 
S-Shot 



Ska 

25J54Q 

37551 

3JB6B 

3^72 

17.,164 
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1 Tap the Installer icon to open it. 

^ If the Applications sheet isn't 
displayed, tap the arrow in the 
title line to see the list of Installer 
sheets, and tap Applications. 

2 Tap the name of the application 
you want to deactivate. 

3 Choose Deactivate from the Home 
menu to remove the application but 
leave a placeholder for it. 

^ Make sure you've copied the 
most recent version to its home 
first. 



To delete something from the computer, 
draw a croee outx on it. Since deleting 
it removes its placeholder, you'll need to 
reinstall it when you're ready to use it 
again. 
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When you choose Deactivate, PenPoint changes the menu command to 
Reactivate. When the computer is connected to a disk drive with the home 
disk in it, you can choose Reactivate to reinstall something. 

When you deactivate an application, PenPoint tells you how many documents 
are currently using the application. If you're working on one of those 
documents, save your recent changes by choosing Checkpoint from the 
Document menu or by turning to another page in the Notebook before 
deactivating the application. To save the changes to floating documents, close 
them. 

If you turn to a document after you've deactivated its application, PenPoint asks 
you if you want to reactivate the application. If you tap OK, PenPoint prompts 
you for the home disk and then automatically reinstalls the application. (You 
may see the automatic installation dialog. Dismiss it by tapping the close 
corner.) When the application has been installed, the document appears on 
the page. 



Deadt'wat'mq Fonte 



The Fonts Installer sheet shows you which fonts you've chosen from the Fonts 
Preferences sheet for fields and PenPoint text, and the fonts you've installed for 
styling text. In addition to these fonts, you'll see two symbol fonts, which 
PenPoint uses to display parts of the Notebook. 

Don't delete or deactivate the symbol fonts, since the Notebook and your 
applications probably need them. If you want to free up memory in your 
computer, you can delete or deactivate all but one of the other fonts. 
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Changing the Home Volume 



At times you may find it convenient to set a different home volume. For 
example, you might decide to consolidate dictionaries from different floppy 
disks to a single disk. If you want to copy something to its new home as soon as 
you change it, make sure the computer is connected to a disk drive. 



P^'~ Installed ► Dictionaries Tj 


Edit Home (Install From Dfek..,; ; 


liieste 


Name Sise, Modified? 


I'uKPnt 


i Default 1 No 


S 


' Int'l Inventor/ 1 Yes 


D 


Sa!«*^ep 1 Yes 


D 



"fi */« Siti rS isP -^ it -S t 

_f J ~ si lAp LJiS Ills 5iW:i S*^ .^ ■ • *■ 

Help Piefetences Tools S+atbner;/ Dists Keyhoaid Installer In Out 



Options For Sales Rep 



Name: 


SaJesRep 


Home Volume: 
Home I'uth: 


Contacts 
Sales&Prod 

PenpomfvPDii:*iScJies Rep 




To change the home for your dictionary 
from one floppy disk to another: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap the Installer icon to open it. 

^ If the Dictionaries sheet isn't 
displayed, tap the arrow in the 
title line to see the list of Installer 
sheets, and tap Dictionaries. 

3 Draw a check \/ on the dictionary 
name. 



3 Insert the floppy disk which will be 
the new home for the dictionary. 

4 When you insert the disk, PenPoint 
automatically selects it as the Home 
Volume. (If the appropriate volume 
isn't selected, tap it to choose it.) 

5 Tap Apply & Close. 



You can also set a new home volume by tapping the item you want and 
choosing Options from the Edit menu. When you change the home, PenPoint 
creates a new home path to its new location. 



To change an item's home volume and copy 
it there in one step, open the U\'Ek. Manager 
and copy the item from tine Installer sheet 
to a location on the Cisk Manager. 
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Setting Up Printers 



Before you can use a printer you need to install its driver with the Installer and 
then set options for it with Printers (located in Tools). 

For information about connecting a printer to your computer, see chapter 13, 
Setting Up Your Computer. Also, consult the guide that comes with your 
equipment for specific settings you should use. To find out how to install a 
TOPS printer refer to Connecting to a Personal Computer. 



Cor\\]ectm^ a Printer 



When you've installed the printer driver and attached the printer you're ready 
to set options (such as the model and the printer port) with the Printers sheet. 
You can save all of this setup information to the home volume so that you don't 
have to redo it each time you use the printer. (Tap to select the printer driver 
on the Services Installer sheet and choose Copy to Hom.e.) 
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To set up a printer: 

1 Install the printer driver with the 
Installer. 

2 Tap the Tools icon on the 
Bookshelf to open it, and then tap 
the Printers icon. 

You'll see the Printers sheet. 
PenPoint lists by name any printers 
you've previously added. 
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SETTING UP PRINTERS 






Delete 
Options. 



Printers 



Enabled 



j- Add Printer 

I Name: Sales_Area_ 

i Type: ► DotMatriM 

i Port: ► BaseStation 



•jkI 



<3K Cancel 



ij vii it, a a ^i Q* i i. 

Help Prefeienoes Toot Stationery DeIs Keyboaid Instalter In Out 



Dot MatriK Printer Mckdels 
Model ► Ew^n FX-80 



3 Choose Add from the Edit menu. 

4 Write in a name for the new printer. 

5 Choose the type of printer you're 
adding from the Type pop-up Hst. 

6 Choose the port to which you'll 
connect the printer from the Port 
pop-up list. 

/ Tap OK to accept these settings. 

After adding the printer, PenPoint 
displays another set of options so 
you can choose the appropriate 
model. 

8 Tap the name of the printer model 
you're adding from the Model 
pop-up list. 

9 Tap OK to add the printer to the 
list of available printers. 



You have two choices for the printer port: Printer and BaseStation port (the 
Option Slot is reserved for serial communications). To connect the printer to: 

■ the PenPoint computer directly, choose Printer port. 

■ the Quick Charger, choose the Basestation port or Printer port according to 
which BaseStation connector you plan to use. 
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6att|ing Printer Options 



PenPoint lists the printer's name and type on the Printers sheet in Tools. The 
setup requirements for each printer may vary, so to complete the setup 
information, choose the appropriate printer options. For example, on the: 

■ Serial sheet, set options for how the data will be sent, such as the flow 
control or baud rate (Consult the manual that comes with your equipment 
for these specifications.) 

■ Options sheet, set options for the printer's capabilities, such as paper 
handling. 

To set the serial options: 



Printers 



Edit 



Type 



Enayed 



imp 



::|SaleS:Area Priwter©|tipn 

J '•■•■••.■■■:■■■:■:-■ ^■.,-. ;■•••• 'II 

;Baud;Rate:.::/:>: 9000,;;,,,^ ,^, 

FbwrContiol: :>^ Xotti^off • 

Parity:;;; ::::„,::■.; ;. .►;,vNone,„ ,,;,:.;■ 

•■iStop■:BitS:■^:f:■^.'>:■;:i:=;?■::.:^ 
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1 On the Printers sheet, tap the 
Enabled checkbox so that PenPoint 
can set options for the printer. 

2 Draw a check \/ on the name of the 
printer to see the option sheets. 

^ If the Serial sheet isn't displayed, 
tap the arrow in the title line to 
display a list of option sheets and 
tap Serial. 

PenPoint lists the serial port you've 
previously chosen on the Add 
Printers sheet. 

3 Tap to see the different choices in 
each category, tap to choose the 
appropriate ones. 

Consult the guide that comes with 
your printer for the appropriate 
setting. 
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4 Tap Apply and Close. 
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SETTING UP PRINTERS 



j Edit 



Printers 

Type Enaj|[ed 

a Printer DotlVIatrix w 

[Sales Area Printer Options ► Printer 

i Model: Epson FX-80 

Port: ► BaseStation 

Paper feed: ► Continuous 



Iff ply I 



& CMosel , Close! 
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To set specific printer options: 

1 On the Printers sheet, tap the 
Enabled checkbox so that PenPoint 
can set options for the printer. 

2 Draw a check \/ on the name of the 
printer to see the option sheets. 

^ If the Printers sheet isn't 
displayed, tap the arrow in the 
title line to display a list of option 
sheets and tap Printers. 

PenPoint lists the printer model and 
the port to which you'll attach it. 

3 Tap to see the different options. 
Then tap to choose the appropriate 
ones. 

4 Tap Apply and Close. 




Printiing a Document 



When you're ready to print, first enable the printer from the Print dialog or the 
Out box. (Changing it in one place automatically changes it in the other.) 
To print a document: 

■ Choose Print from the Document menu and choose the printer you want 
to use. 

■ Choose Yes from the Printer Enabled category if you're connected to a 
printer; choose No to place the document in the Out box so you can print 
it at a later time. 

After you enable a printer and connect it to the PenPoint computer, PenPoint 
automatically begins to print documents it finds in the Out box. If you want to 
do something else with the computer first, deactivate the printer by deselecting 
Enabled in the Out box before you connect the printer to the computer. When 
you're ready to print, choose Enabled again. 

To find out more about printing a document, read chapter 10, Printing, 
Sending and Receiving Documents. 



CHAPTER 5 



Creating and Using 
Documents 
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USING PENPOINT 

Vv hen you install an application in your Notebook, the PenPoint™ operating 
system automatically places stationery for that application in the Stationery 
notebook and on the Table of Contents' Create menu. 

The stationery is like a box of paper that never runs out. To create a new 
document you start at the Table of Contents and choose a piece of stationery 
from the Create menu. If you find that you routinely use a few kinds of 
stationery, you can customize the Create menu by changing settings in the 
Stationery notebook. 

Most of the time you'll work with a full-page document. But at times you may 
want to work with two documents at the same time, for example to compare 
information. You do this by floating one document above another. Floating a 
document temporarily detaches it from its place in the Notebook. When you're 
finished working with it, you close the floating document, and it returns to its 
place in the Notebook. 

While working on one type of document, you may want to add information 
using a different application. For example you might add a drawing to a written 
report. You can do this by embedding a second piece of stationery in your 
document. You can also prepare documents separately and combine them later 
into one document. 
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Usin^ the Create Menu 
to Create a Document 



Your PenPoint computer comes with some stationery already on the Create 
menu. To create a new document from the menu: 



Document Edit 



Notebook: Contents 
ate View Show Sort 



Business 
M^o 
M«mText 
Section 



Name 

Ijlr Current Prod [i^^jjext - ^ 

LJ Inventory Section 3 

U Stand ard Orele r Fo rm ,. ,. .4 

IJF PiDposed New Products 5 

O New Product Ideas. 6 

LJ Capers 7 

D Cliili Mixes. .8 

Q* Sates 9 

U Sales by Region 10 

LJ New Hires 11 

Q* Custonieis 12 

D Chain Stores 13 

U Complaints to Acton 14 

Uf New Bottte Design 15 

LJ Salsa^ondiments 16 

LJ Package Design Ijetter 17 

O Proposed New Design (3^/91) 18 

B Bottle Design Sketch 19 

Q Revised Bottle FAX 20 

D CONTRACT 21 

D New Product Draft 22 



^1 S) fl a 



1 In the Table of Contents, tap to see 
the Create menu. 

2 Tap to choose a piece of stationery. 

^ PenPoint inserts the new 
document after the current 
selection or, if there's no 
selection, at the end of the Table 
of Contents. 
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USING THE CREATE MENU TO CREATE A DOCUMENT 

As a shortcut to using the Create menu, you can draw a caret /\ on the Table of 
Contents with the point of the caret where you want the new document to go. 
The PenPoint operating system displays the pop-up Create menu floating over 
the Table of Contents. When you tap to choose a piece of stationery PenPoint 
inserts it where you positioned the caret. 



)te book: Contents 
document Edit Create View Show Sort 

Maoae 








Qt Business \^a^^^ 
Me mo 
MiniTeKt 
Section 
U busines 
/cVpe rs 
Lj Chili Mixes 

Q* Custo 

13* New Bottb Design 

LJ Sals a,Co nd i me nts . . 
U Package Design Letter 
. D Proposed New Design (3^/91) 

wioie 

O Revised Bottle FAX 

Q CONTRACT 

Q Nev/ Product Draft 



To create a new document between 
two existing documents, draw the 
tip of the caret in the space between 
the documents. 

To create it within a section, draw 
the tip of the caret so that it aligns 
with the other documents in the 
section. 

To create it outside a section, draw 
the caret tip so that it's aligned with 
a title outside a section. 



When you create a new document, PenPoint gives it the name of its stationery 
as a title, for example MiniText. If you create another document using the same 
stationery, PenPoint adds a number to the title, so that a second MiniText 
document would be called MiniText 1 , and the third MiniText 2. 

You can rename the document at any time. Tap the title to select it and draw a 
circle o over it to bring up the edit pad. Or, you can choose the Rename 
command from the Edit menu. For a more detailed explanation, read 
"Renaming a Document" later in this chapter. 
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Usin^ the Stationery Notebook 
to Create a Document 
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The Bookshelf contains an icon labeled Stationery. This is the Stationery 
notebook, which holds all the stationery installed on the PenPoint computer. 
Each application has a section that contains the stationery that goes with the 
application. You can flip through the notebook to see the different kinds of 
stationery, or you can go directly to a specific page by tapping its page number. 

Use the Stationery notebook to: 

■ Create new documents 

■ Choose which stationery to put on the Create menu 

■ Add customized stationery (explained in "Creating Customized Stationery" 
later in this chapter) . 



No te bo k; Co nte nts 
Document Edit Create View Show Sort 

Ui Current Products 2 

Cll' Proposed New Produdts 5 

U New Product Id ees 6 

Lj Business 



U Capers. . 

D Chili Mixe 
^ Sates .. -. 
Llr CustDmers 
Q* New Bottte De^ 

Lj SalsavCond 

U Pac:kage 

Dp 

B Bottle De 
Q Revi: 

D 




Statio ne rf. Co nte nts 



■;1> 



U MiniText 

D MiniTeKt 3 

. .Bysma-^s 4 

I Lj y^/wdi |i 5 

sViewer ,. . 6 

QpaxLjetter 7 

Lj DrawingPaper 8 

H DrawingPaper 9 



Page Menu u | 

1 1 
2 



,, , 22 

ti3duct Draft 23 



To create a document: 

1 Start from the Notebook Table of 
Contents. 

2 Tap the Stationery icon on the 
Bookshelf to open the Stationery 
notebook. 



3 Tap press .f on the name of the 
stationery you want to copy. 

4 When you see the double 
marquee, (an animated dashed line 
surrounding the title), drag it where 
you want it to appear in the 
Notebook Table of Contents. 

The PenPoint operating system 
inserts the new document where 
you lift your pen. 



1\ V| ^ 
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USING THE STATIONERY NOTEBOOK 
TO CREATE A DOCUMENT 




ng Stationery to tha Create Manu 



You can use the Stationery notebook to add to the Create menu stationery that 
you use frequently, so it's more accessible. 



D CONTRACT 
lJ New Product 



/ Stationery; Co ntente <1 

Name Page Menu 

D MiniText 2 

D MiniText 3 

U Business 4 

U IVIemo 5 8) 

U FaxViewer 6 

QpaxUtter 7 O 

UJ DrawingPajper 8 

iil Drawing Paper.. 9 D 



1 Tap the Stationery icon on the 
Bookshelf to open the Stationery 
notebook. 

2 To add stationery to the Create 
menu, tap an empty box. 

^ You'll see a check mark. 

To remove the check mark, tap 
again. 



.,£j ^'li up »; CT ,^j UP »*, ii 

Help Piefe lances Toob Stationery Disks Keyboaid Installs r in Out 
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Creating Stationery 
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You can use the stationery from the Stationery notebook as it is set up, or you 
can change the margins, the font, and other options. If you routinely make the 
same format changes, you might want to customize a piece of stationery and 
add it to the Stationery notebook. For example, you might create stationery for 
a weekly memo that would have preset margins and a header with spaces for the 
names of the recipients and the subject of the memo. 



Creat'mq Cuetomized Stationery/ 



You can customize stationery by adding text or graphics to it and changing 
options on the Document or Text option sheets. For example, to change the 
font for the Memo stationery: 









m 



\ :\;:^,0 Pa^:,, lifer ;,T- - -.■•' 
8 :DraA^inffl::P:Stpie#. 



Help • l^ielfeierioes ^ toote : SMb fie;t^- :;Dfcl<s::: Key^ ■■■■Omt ■■ 



/ Statio ne lY : Co nte nts < 

Na^e Page Menu 

QHiniText 2k 

Q Memo1 W m 

Q MiniText 4 Si 

U Business ..,....., 5 ii 

U Memo 6 ai 

FastViewer 7 

QpaxLetter S D 

D Dfawing Paper 



UJ 



1 Tap the Stationery icon on the 
Bookshelf to open the Stationery 
notebook, where you create the new 
piece of stationery. 

2 Copy the stationery you want to 
customize: 

Tap press ,f on the name of the 
stationery you want to copy and 
drag it to a location in the same 
section. 

^ You can rename the new 
stationery. (To find out how to 
rename a document, read 
"Renaming a Document" in this 
chapter.) 

3 Turn to the new document in the 
Stationery notebook by tapping its 
page number. 



Help Piefeiences Tools SiatioRety Disks Keyboaid Installer In Out 
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USING PENPOINT 

CREATING STATIONERY 



/ Me mo 1 

Document Edit Insert Case Format 



TO: 

DOT-; ,.v 
SUBffiCT; 
COPY; '■ 



Ur 

VectAI 
Options.. 
Move 
Copy 
Delete 
Edit Pad 



Proof... 
Find... 
Spell... 



IJ ^1 B 

Help Piefetences Toob 



Text Options ► Cliaracter 
► <#ourier 




"^ 



Font: 
Size: 
Style: 



■ (UR\^') 



► 12 



OK Clear! 



Bold 

Italic 

Small Caps 

Strike -thru 

Underline 

Heavy Underline 

Hidden 




4 Choose Select All from the Edit 
menu to select the text in the 
document. 

5 Draw a v^ on the selection to 
display the Text option sheets. 

^ If the Character option sheet isn't 
displayed, tap the arrow on the 
title line of the option sheet to 
display the list of sheets and tap 
Character. 

6 Tap the current choice in the Font 
category on the Character option 
sheet and tap to select a font. 

7 Tap Apply & Close. 



Instead of copying the stationery, you can create a new piece of stationery to 
customize by choosing it from the Create menu. 

■ On the Stationery table of contents, draw a caret /\ in the section where 
you want the new stationery to go. 

■ Tap to choose a piece of stationery from the pop-up Create menu. 

Once you've created the new piece of stationery, you can further modify it by 
turning to it in the Stationery notebook and making the necessary changes 
using the document option sheets. 



CREATING AND USING DOCUMENTS 



Mana^in^ the Stationery Notebook 



In managing the Stationery notebook, you may want to rename stationery, save 
stationery you've customized, and delete stationery you no longer need. 

To rename stationery: 

■ Draw a circle o over the title to display the edit pad and change the title. 
To back up stationery that you've customized so you can reinstall it if necessary: 

■ Connect the PenPoint computer to a disk drive. 

■ Tap the Installer icon on the Bookshelf to open it. 

■ From the Applications sheet in the Installer, tap to select the application 
that created the stationery. (If the Applications sheet isn't displayed, tap the 
arrow in the title line to see the list of Install sheets, and tap Applications.) 

■ Choose Copy to Home from the Home menu. 

Copying the application to disk automatically copies all the stationery that's in 
the application's section. 
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To c^uickly back up stationery: 6tart from 
the Stationery notebook table of contents, 
tap the section title to select all the 
stationery in the section, and draw an H on 
it. Use the same gesture, to back up a 
sin0le piece of stationery. 
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USING PENPOINT 

MANAGING THE STATIONERY NOTEBOOK 




ing or Purging Stationary 



When you delete stationery you have a choice of removing it from the 
Stationery notebook and keeping a backup copy on the home disk or removing 
it from both places by purging it. 

For example, if you created a template for your annual report, you might delete 
it from the Stationery notebook, but keep a backup copy on the home disk so 
you can use it again next year. If, however, you customized stationery for a 
one-time project that ended, you might purge it. 



Stationery: Contents 



D MiniText 

D MiniText.. . . 

U Business 

U ^i^nno 

U DrawingPaper 

M Drawing Paper. 

?! v'i ^ if 
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Page Menu 

.3 m 
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5 m 
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To delete or purge stationery: 

1 From the Stationery table of 
contents, draw a cross-out X over 
the title of the stationery you wish 
to remove. 

^ You see a note asking you if it's 
OK to delete the stationery. 



Mjite /ram 7a6fe O/Cotttenfe.. 

OK to delete Memo from 
Stationery? 

You can also Purge this 
documents which deletes it 
from its disk Home as well t 
from Statbneiy. 



Cancel 



2 Tap Delete to remove the stationery 
from the Stationery notebook but 
keep it on the home disk. 

Tap Purge to remove it 
permanently from both places. 



If you decide later that you want to use stationery you've deleted, you can 
reinstall the application. Reinstalling the application copies the stationery that 
you've saved on the home disk back into the Stationery notebook. (Chapter 4, 
Installing Applications and Devices tells you how to reinstall applications.) 

To ensure that you'll always be able to use an installed application, each 
application has a few pieces of stationery that you cannot delete. If you try to 
delete them, you see a message asking you to remove them by deinstalling the 
application. (Deinstalling an application also removes its stationery.) 
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Scrolling a Document 
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If a document doesn't fit on the screen all at once you can use flicks to navigate 
within the document and bring different portions into view. You draw flicks in 
the body of the document to scroll the document to the beginning, end, or to 
any point in between. 

Drawing flicks is like using the eraser on a pencil to move parts of a page into 
view. You pull the page toward you (flick down) to see what's at the top, or 
push it away (flick up) to see what's on the bottom. 



New Product Ideas 



Document Edit Insert Case Format 



TO; 


Dick Hopkins 


FROM; 


Enrique Fabbro 


DATE; 


Februar/ 2/1991 


SUBJECT; 


New Product Ideas 


CC; 


TestKitJchens, Sara Sch-wa.ite 


Dick --^^ 





r-#a.s fiMling aroimd mth some of my motJier% 
recipes iie other day and 1 came up 'i'vithi' seyeral .ways to ■ 
might trj' to market eggplant which is a good stable 
Tegetabie, It's cheap to grow and itsurrives ■^n'sll in cldo 
storage^: and yarious; preparations of it seem to hold up 
well on the shelfiit think these new products might be 
especially'popular in the Southwest and in: Galifomia 
where:they're rediseoYering yegetables, Letrne know : : 
whatyouythink,-- Enrique ;/ 



Eggplant 

(We'll neei 
babagahou; 
shelf stora.gl 
can doln :b' 
lernon,,:Oliye 
problefiis with^ 
which is ■'ireryti} 
binding agent: tO;:® 



atjchy.name: for this,) This is a Yariatibn on 
thati -think will stand up Trell to Idng-terrn' • 
It in-f olyes roasting tiie eggplants (which we 
) and then smashing them with garlic, 
id spices. We cumatiy have some 
oil separating c 
:ing,butr 



Thisis essentially ;a:.batteec^ 
:barbecuiiig::¥egetables like eggpk 



Help 



■^^:::;w:ll/:::;''.v-0>';-^^ 

R re teetices:: Tools : Sfs.fiunery 



/ 
Docuroe nt 



New Product Ideas 
Edit Insert Case Format 



Eggplant dip 

(We'll need a catchy name for this,) This is a variation on 
babaganoush that I think vrill stand up well te> long-term 
shelf storage, Itiavolyes roasting the eggplants (which we 
can do in bulk) and then smashing them mfh garlic, 
lemon, olive oil and spices. We curmtly have some 
problems with the oil separating out to the top of the jar, 
vfhich is very unappetizing, but I'm sure we can find a 
binding agent to solve this. 

Southwestern curty sauce 

This is essentially a barbecue sauce. Grilling or 
barbecuing vegetables like eggplant and zucchini and 
other squash has become ver]f popular in the West lately, 
You'd spread this curry sauce over tiie vegetables as you 
grill them. Fete in tiie test kitchens came up mth a clever 
^?vay to make sure the sauce is thick enough to stay on the 
vegetables yet thin enough to look appealing, 

Eggplant paste 

We really need a new name for this one, but it's actually a 
great product It's eggplant puree mixed v.ith garlic and 
other spices in a tube to use in sauces, casseroles, dips 
and so forth. R.emember what a hit that bomatci paste in a 
tube was and how angry the boss was thatvre'd turned it 
down? I ttiink this is our chance for a big seller. 

Eggplant steaks/enttees 

Preparing eggplant is tedious work. To my knowledge, 
there is no ready -Ic-cook eggplant product presently on 
the market Frozen or vacuum-packed breaded eggplant 
steaks could be used as a substitute for chicken or veal 
cutlets in many r-ecipes, In fact, we could take this one 



You can scroll a document using 
flicks on a page. 

Flick up I on a line to bring it to the 
top of the screen. 



Some applications (lil<e Draw) don't 
support flicl<6 in the body of tlie document. 
In these applications, flick in the scroll 
margin. 
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USING PENPOINT 

SCROLLING A DOCUMENT 



y Nev/ Product ideas 

Document Edit Insert Case Format 



Eggplant dip 

(We'll need a catichy name for this.) This is a variation on 
babaganoush that! think yrfll stand up vrell to long-term 
shelf storage, ItinTolves roasting the eggplants (which rfe 
can do in bulk) and then smashing tJiem mtJi garlic,, 
lemon,, olive oil and spices. We cumidj have some 
problems vritb the oil separating out to the top of tie jar^ 
vAich is very unappetizing, but I'm sure vre can find a 
binding agent to solve this. 

SoTithwestsem cvaxj sauce 

This is essentially a barbecue sauce. Grilling or 
barbecuing vegetables like eggplant and zucchini and 
other squash has become very popular in the West lately, 
You'd spread tiais curry sauce over tlie vegetables as you 
grill theni. Pete in tlie test kitchens came up Ynfii a clever 
iTO.y to make sure the sauce is thick enough to stay on the 
vegetables yet thin enough to look appealing. 



Eggplant paste 

We really needfa new name for tiiis one, but it's actually a 



gre; 



othi c spices in a tube to use in sauces, casseroles, dips 



and 
tub 



t product It's eggplant puree miired vntJi garlic and 



:o fordi. Remember what a hit that tjDmato paste in a 
was and hovf angrj- the boss \ras thatv^'e'd turned it 



do'v n? I think tiiis is our chaiice for a big seller. 



Eg plant steaks/enttees 

Pre 'aring eggplant is tedious vrot 
tiie ; is no ready-to-cook eggplan 
tie aarket Frozen or vacuum -pa 
stei ;s could be used as a substitu 
cutl ts in many recipes, In fact, w 
further and include sauces fo 
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;y Hev/ Product Idees 

Document Edit Insert Case Format 
CC; Test Kitchens, Sara, Schwartz 



Dick - 

I was fiddling around mth some of ixiy motiier's old 
recipes the other day and I came up rn^i several ways vre 
might tiy to market eggplant which is a good stable 
vegetable. It's cheap to grovf and itsutTives well in cldo 
stjorage, and various pi"eparations of it seem to hold up 
''^vell on the shelf I tiiink these new products might be 
especially popular in the Southwest and in Ca.lifomia 
where tiiey're rediscovering vegetables. Let me know 
what you think, - Enrique 

Eggplant dip 

(We'll need a catchy name for this.) This is a variation on 
babaganoush that I think will stand up well to long-term 
shelf stDra.ge, It involves roasting the eg,gplants (vrhich v.'e 
can do in bulk) and then smashing them -mth garlic, 
lemon, olive oil and spices. We curmtly have some 
problems v,itii the oil separating out to the top of die jar, 
vrhich is very unappetizing, butl'rii sure Vv'e can find a 
binding agent to solve this. 

Southwestern curry sauce 

This is essentially a barbecue sauce. <jrilling or 
barbecuing vegetables like eggplant and zucchini and 
otiier squash has become ver:f popular in the West lately, 
You'd spread tMs cuny sauce over the vegeta.bles as you 
grill them, Pete in the test kitchens came up with a clever 
vra.y to make sure, the sauce is thick enough to stay on tirxe 
vegeta.bles yettiiin enough to look appealing. 



Eggplant paste 



Flick down f on the line to bring it 
to the bottom of the screen. 



Piefeishises TiMls Statbhei^' 



DEks Keyboaid Installer In Out 



To scroll to the beginning or end of a document: 

■ Draw a double-flick down ff anywhere in the document to go to the 
beginning of a document. 

■ Draw a double-flick up II to go to the end of a document. 



CREATING AND USING DOCUMENTS 

SCROLLING A DOCUMENT 

The scroll margin is useful for gauging your location in the document, and for 
jumping to a specific location in it. You may find it easier to drag the scroll 
handle to go to a specific part of the document. For example, if you were on 
page one of a four-page report, to get to the third page, you could drag the 
scroll handle about three-quarters of the way down the margin. 
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V New Product Ideas 

Document Edit Insert Case Format 



TO : Dick Hopkins 

FROM: Enrique Fabbro 

DATE; February 2, 1991 

SUB JECT ; Nevr Product Ideas 

CC; Test Kitchens J Sara Schwarts 



Dick-- 

I ?ras fiddling around -m'^h some of my mother's old 
recipes the other day and I carxie up mth several -fr^js we 
might try to market eggplant which is a good stable 
Tegetable. It's cheap to growaiid itsurrireswell in cldo 
storage^ and various preparations of it seem to holdup: 
^ft-ellon the shelf . I think these new products mightbe 
especially popular in tlie Southwest and in California : 
where they're rediscoYeringTegetablesv Let rae know ^ 
:vHiatyou,think. -^Enrique ,, :' ; 

(i?¥e'll:heed: a catchy: nameifp 

babaganoush thatlvthihk wll Standupweil'tp^lohg ■ 

sheilf stotage/ itiiiTOlTes foasting^^ 

caii: do in %lk) and then smashing ■them: -vfttit^ga^ 

lemon, dlive oil and spices. We curmtty have:sdmev ■ 

problems witii' the oil separating out to :tiie:t»p'of iiie lar, 

•vAich: is tery unappelizing, bjit I'lii sure we: can find: a 

binding agenttJD solve this. : : v ■;: -v:^^^: ': ■ 

SouthwesteiQ curry sauee 

This is essentially a barbecue sauce. Grilling or 
barbecuing vegetables; like eggpl; 



Help 



i:M:- :: 

Ptefeferices 



Document Edit 



New Product Ideas 
Insert Case Format 



might try to market eggplant which is a good stable 
vegetable. It's cheap to grovr and itsur^-ives vi'ell in cldo 
storage, and various preparations of it seem to hold up 
v^ll on the shelf. I think these nevir fxoducts mightbe 
especially popular in the Southwest and in CaUfomia 
where they're rediscovering vegetables. Let me know 
what you think, --Enrique 

Eggplant dip 

(We'll need a catchy name for this.) This is a variation on 
babaganoush that I think will stand up well to long-term 
shelf storage. It involves roasting the eggplants (vfhich ^ve 
can do in bulk) and then smashing them with garlic, 
lemon, olive oil and spices. We curmtiy have some 
problems ^dth the oil separating out to the top of the jar, 
which is very unappeti2iag, but I'm sure vre can find a 
binding agent 1» solve this. 

Southwestern CTirry sauce 

This is essentially a barbecue sauce, Grilling or 
barbecuing vegetables like eggplant aiid zucchini and 
other squash has become very popular in tlie West lately. 
You'd spread tliis cutrf sauce over the vegetables as you 
grill tliem. Pete in tlie test kitchens came up with a clever 
vray tc» make sure the sauce is thick enough t^D stay on the 
vegetables yet thin enough to look appealing. 

Eggplant paste 

We really need a new name for this one, but it's actually a 
great product It's eggplant puree mijced with garlic atid 
otlier spices in a feibe t;o use in sauces, casseroles, dips 
and so forth. Remember what a hit that tomato paste in a 
tube was and how angry tlie boss was that-^se'd turned it 
dovm? I think this is our chance for a big seller, 

Halp Piefeienoes Toofe Stattonar^ Dtste KaybsaKt Iwstalter fti < 



Use the position of the scroll handle 
to gauge your current location. 

To move to the middle of the 
document: 

Drag the scroll handle down to the 
middle of the scroll margin. 



USING PENPOINT 
96 SCROLLINGADOCUMENT 

The scroll arrows let you move either one line at a time or in a continuous 
scroll: 

■ Tap the bottom arrow to see more of the page below. 

■ Tap the top arrow to see more of the page at the top. 

■ Press either arrow to scroll the page continuously. 

You can scroll the document one screenful at a time by tapping in the scroll 
margin. Tap above the scroll handle to see more of the document that lies off 
the top of the screen; tap below it to see more of the document off the bottom. 



CREATING AND USING DOCUMENTS 



Floating a Document 
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Vvlien you float a page the PenPoint operating system temporarily detaches it 
from its place in the Notebook and puts it on top of the current page. It 
continues to float where you can see it even as you move around the Notebook, 
until you close it. When you close it, it returns to its place in the Notebook. 

Floating one document above another allows you to compare both documents 
and work with them without flipping between pages. 

Before floating a document, you must first select the option for floating 
documents in the Preferences option sheets. You need to set this option only 
once to be able to float documents any time you use your PenPoint computer. 



Ul' Customeis:— 

ii Chain Stores— .™_,- 
H CppQlato&jQjggyjji 

Q: ;.Nbw:BiI 
: i;:S:al 

1:p 




To set the floating option: 

1 Tap the Preferences icon on the 
Bookshelf to open Preferences. 

^ If the Safeguards sheet isn't 
displayed, tap the arrow on the 
title line and choose Safeguards 
from the list. 

2 Tap Allowed for Floating 
Documents. 



3 Tap Apply & Close. 



.. _£l ... . .▼ I , : iP. : • . m : ■.: lill: : : : ; :j=«=j. : ^ :..,/.■., :.:.:yP::.:: : -li , i 
Help Prete nances : Tools Ststtoneiy ' Diafci ; K^yboaid Inistalfer In;;.^^.^ 
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USING PENPOINT 

FLOATING A DOCUMENT 

If you're working on the Table of Contents and want to see what's in a 
document, you can float the document over the Table of Contents and then 
close it to put it back in place in the Notebook. 



Notebook: Contents 
Document Edit Create View Show Sort 
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Wew Product Ideas 



Document Edit Insert Case Format 



TO; 

FROM; 

DATE; 

SUBJECT; 

CC; 



Dick Hopkins 

Enrique Fabbro 

February!, 1991 

Nevf Product Ideas 

Test Kitchens, Sara Sch'^varts 



> 



Dick -- 

I ?ras fiddling around yn^ some of my 
mother's old recipes the otlier day and I came 
up witti several ways we might try to market 






To float a document, double-tap .f 
its page number or tab. 

^ To stop floating a document, tap 
its close corner. It returns to its 
place in the Notebook, 



Sometimes you may want to float a document above the one you're working 
on, for example to copy information between them. To do so: 

■ Temporarily float the Table of Contents by double tapping .f its tab. 

■ Double-tap .f the page number of the document you want to float. 

If you're working with several floating documents, and the one you want to 
work with next is partially hidden, tap its title line to bring it to the front. 



You can also float a document by 
doub\e-tapf\n0 \te title line, tab, or 
hype rl ink i^utton, ■ 



CREATING AND USING DOCUMENTS 




Vv hen you float a document, it sometimes covers up the information you want 
to see. When this happens, you can move or resize the document. 
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f Package Design Letter 

Document Edit Insert Case Format 



17> 
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Re 
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Ekna Hugrte. 



Me 

Pa<pF No tebEokj^on tents 1 

351 Document Edit CreateNi^iev/ Show Sort 
Ho 

Nari'ie 

Rq Uf Cuneht Pioducts 

lil Imentory. 

LJ Standard Order Form .....,,,:,...., 4 




L]f Proimsed New Pmduds 

lli New Product Ideas.:.. 

ill Cs^pers^i..:,....:........: 

i Chili MiHes. ......: :. 

i^-: Ne w H ires- . 'r^a,:. . .. . . ^ • 



10, 



a took -a^ li ok 

^reocdefijigs: 
floor: 'wii Sit ■ 



teicyde powtred bya Aise year old^ Butfo^ 

our new sals; i broke , spilling tlieir Gontents all o^er the 

floor, 



The eicecuti'fe never got a chance to try our product 



To move a floating document: 

1 Press f the title line. Wait until the 
document border darkens. This 
tells you it's ready to be moved. 



2 D 



rag It to Its new location. 



/ Package Desig n Lette r 

Do c u me nt Ed it I nse rt C ase Fo rm at 

Ms, Elena Huerta 
FastiPakJDesiga 



w So rt 




To resize a floating document: 



35/ Notebook: Co ntenls 

Hq Document Edit Create View She 

RH 

Qr Cunerrt Products 

LJ Inventory., .. 
U Standard Order Form 
Qr Proposed Mew Products 

U New Product Ideas 
U Capers . 
D Chili Mis^e 
13? Sates 



The enecutive never got a chance to trf our product 



Drag the corner handle to the right 
to widen it; down to lengthen it; or 
diagonally to expand or reduce it in 
both directions. 

^ If you reopen a floating 
document after resizing or 
moving it, PenPoint displays it as 
you last left it. 



To find out more about resizing floating 
objects, eee chapter 2, Fundamentals. 
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Zooming a Document 



Vvhen you want to use the entire screen area to display a document, you can 
zoom a floating document so that it covers the tabs, the title, and the menu 
line. When you unzoom it, it returns to its previous size. 

Before zooming a document, you must first choose the zoom option. You need 
to set this option only once to be able to zoom documents any time you use 
your PenPoint computer. 
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To set the zoom preference: 

1 Tap the Preferences icon on the 
Bookshelf to open Preferences. 

^ If the Safeguards sheet isn't 
displayed, tap the arrow at the 
top to see the list and choose 
Safeguards. 

2 Tap Allowed for Zooming 
Documents. 



3 Tap Apply & Close. 
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When you turn on zooming, the PenPoint operating system adds a close corner 
to the Notebook. In general you won't need to close the Notebook unless 
you're restoring a backup copy of it, or you're working with several Notebooks 
in your PenPoint computer. You'll find more on restoring the Notebook in 
chapter 1 1 , Filing Documents, and more on working with multiple notebooks 
in chapter 12, Learning More About PenPoint. 
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Document Edit Insert Case Format 
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DearMs. Huerta; 

This is our agreerrient concerning your 
inYolvementina newbotile design for 
:^few World Fobdsvi^^^ - 

1 r Ybuagree to supply design services: 
and::technieal dra^ngs :to :Ne:w;:Morld, 
The designs; and: drawngs become 4 
property: ; of ::Kfe#: World.: upon: payment 
:for:your-serYice3;'::. ■^■^^■■■':,,: ::•■::••:•;■■■::■ •■■■;:;■■■■ 



To zoom a document: 



Draw a flick up I on the title line. 
Make sure the flick begins in the 
title line. 

^ To return the page to its normal 
size, draw a flick down ] on its 
title line. 
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Usin^ Documents 



Vv hile working with a document in the Notebook you may want to: 

■ Rename it with a more useful title. 

■ Save your recent changes. 

■ Go back to an earlier version. 

■ Delete a document you no longer need. 



Ran^ming a Document 



When you create a new document the PenPoint operating system gives it the 
name of its stationery. To give it a more useful name: 

■ From the Table of Contents, tap to select the title, and choose Rename 
from the Edit menu. Or, select the title and draw a circle o to display an 
edit pad and change the name there. 

■ From the document, draw a circle o on the document title line and change 
the title in the edit pad. 

You can also change the title on the Title & Info document option sheet. You 
draw a check s/ on the document title line to display the document option 
sheets; then you can change the title on the Title & Info sheet. 

Changing the title in one place automatically changes it in the others. For 
example, if you edit the name of a document on the Table of Contents, the 
name also changes on the tab. However, if you edit the tab label, the title of the 
tab doesn't automatically change when you next rename the document. 
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To rename a document from the Table 
of Contents: 

1 Draw a circle o on the title to brin^ 
up the edit pad. 

2 Tap the Clear button to clear the 
pad and then write in a new title. 

^ Or, you can edit the title in the 
edit pad. 
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If you need more room to write, 
drag the corner handle to the right 
to widen the edit pad, down to 
lengthen, or diagonally to expand it 
in both directions. 
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Tap the OK button to translate the 
new title in the edit pad; tap OK 
again to transfer the title to the 
page. 

^ Tap the Cancel button to close 
the pad without renaming the 
title. 



For more information about editing in pads or fields, see "Editing Text in Edit 
Pads" in chapter 7 (Editing and Formatting Text). 
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Savifig and Deleting Documents 



The PenPoint operating system automatically saves the document each time 
you turn to another page of the Notebook. To save your changes without 
turning the page, choose Checkpoint from the Document menu. You might 
want to do this periodically so that if you have to restart the computer, you 
won't lose your most recent changes. 

Note that PenPoint saves recent changes only if there's nothing selected in the 
document. So tap to undo any selection before turning the page or using 
Checkpoint. 

If you make a change that you don't want to keep, you can go back to an earlier 
version by choosing Revert from the Document menu. PenPoint changes the 
document back to what it was before you last turned the page or chose 
Checkpoint. 

To manage your Notebook efficiently, you can remove documents you no 
longer need. If you want to use a document at some future date, move it to a 
floppy or hard disk instead of deleting it. You can find out how to make backup 
versions in chapter 11, Filing Documents. If you know you'll never need a 
document again, you can delete it. 
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To delete a document: 



1 Draw a cross-out X on the title in 
the Table of Contents 

^ Or, select the document in the 
Table of Contents and choose 
Delete from the Edit menu. 



When you delete a document, 
PenPoint asks you to confirm the 
command. To go ahead, tap OK. 

^ To change your mind, tap Cancel. 



You can also delete a document by drawing 
a croee outx on the document title line. 
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Embedding a New Document 



PenPoint allows you to embed one document inside another. For example, you 
can work with another application such as a drawing or spreadsheet application, 
within a text document. There are two ways to create a compound document: 

■ Create a new document within an existing document. 

■ Move or copy an existing document into another document. 
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FastPak Design 

3535 Mission St 

Houston TX 45321 

March 2, 1991 



Mr. Richard Hopkins 
rjew World Foods 
19271 Palm Blvd. 
Los Angeles, CA 90036 

P.E ; New package design 

Dear Mr. Hopkins: 



Business 
Memo 
I've received our department's mostreceB Mimfext 
the T-Jew World Food's botde design. The 
common resin , polyethylene terephthalate Fax Letter 
is recyclable, lightweight, and achieves your breaKing 
resistance goal, Switching to this resin also has the 
advantage of giving us greater design flexibility, , 

r 

I fa;:ed your packaging consultant this latest revision and 
received his comments by fax yeslsrday. 

I|_J Revised Bottle FaK 

We can go over these recommendati'jns when we meet 
nest Tuesday. In the meantime, don't hesitate to ':all me 
if you've any questions (915-393-9877). 

Sincerely, 



Help 



Hfe D 
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To create a new document inside an 
existing one: 

1 Start from the document in which 
you want to embed another. 



2 Draw the embedded document 
gesture (double caret) A where you 
want the new document to go. 

You'll see the pop-up Create menu. 

3 Tap to select the stationery you 
want to use. 

PenPoint embeds a new document 
of the appropriate type where you 
drew the tip of the gesture. You can 
work in it in the usual ways. 

^ To open the document, tap the 
icon. 

'*' To close the document, tap the 
close corner. 

^ To delete the document, draw a 
cross out X on the title line if it's 
open, or on the icon if it's closed. 
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Embedding an Existing Document 



You may find it more convenient to work on documents separately until you're 
ready to assemble them, at which point you can copy or move one document 
into another. 
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CwProductDraft 22 j^ 



resis^ttce goal Sivitehiag to this resits also has the 
ad^^mtage of giving us greater design flexibility, 



I faxed your packaging consultant this latest revision and 
received Ms comments by fax yesterday. 



To embed a document in another 
document: 

1 Start fi^om the document in which 
you want to embed another. 

2 Double tap .f the Contents tab to 
float the Table of Contents. 



3 Press f on the title of the second 
document and drag it to the place 
where you want it in the first 
document. 

^ Notice that the document you 
moved is no longer listed on the 
Table of Contents. 




Embfedding a Tool 



Sometimes it's useful to embed a tool in a document. For example, you might 
embed the clock in a document so that it will show the date and time when you 
print the document. To do so, copy the clock from Tools to a location in the 
document. Tap to open the clock and then turn off the borders by drawing 
a B on the clock. 
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Working with Embedded Documents 



Setting Document Options 




You set document options for an embedded document in the usual way by 
drawing a check v/ on the document title line. 

If the title line is hidden, draw a check tap s/ anywhere on the document to see 
the option sheets. 



ng an Embedded Document 



You can move an embedded document to another location in the same 
document by dragging it. Close the document by tapping the close corner. 
Then press f the icon until you see the marquee, and drag it to another place 
in the document. 

To move an embedded document to a different document, float the destination 
document, press f the icon until you see the marquee, and then drag it to the 
new location. 



Maki|ng an Embedded Document a Full-paga Document 



You can reverse the procedure and split compound documents into two 
separate documents. For example, if you decide you don't need to illustrate sales 
results with a graph, you might want to remove the graph from the report but 
keep the graph in the Notebook. 

To move an embedded document to a separate page, close the embedded 
document if it's open, press f and hold the icon until you see the marquee, 
turn to the Table of Contents, and drag the document to a location on the 
Table of Contents. The document goes to the point where you lift the pen from 
the Table of Contents. For details on moving a document to the Table of 
Contents, read "Rearranging the Notebook" in chapter 9, Managing the 
Notebook. 



1 07 



1 08 



USING PENPOINT 

WORKING WITH EMBEDDED DOCUMENTS 



Floaiing an Embedded Document 



You can decide whether to float the embedded document on the page so that 
when it's open it ovedaps what lies beneath it. Or, you can position it so that 
the text of the primary document flows around it. Floating an embedded 
document is useful if you want to be able to refer to it while you work in 
another part of the primary document. To choose those options: 
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Document Edit Insert Case Format 
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We can go over th Apply Apply aOlSse Close meet 
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if you've any questions (915-393-9377). 



To float an embedded document: 



1 Draw a check s/ on the icon of the 
embedded document to display the 
option sheet. Close the document 
first to see the icon if you need to. 

2 If you plan to work with the 
document where you inserted it, 
choose In Place from the Open 
category. 

Choose Popup to see information 
in the embedded document while 
working in another part of the 
larger document. 

3 Tap Apply & Close. 



If you choose Popup for an embedded document it floats only while you work 
with the container document. If you turn the page, the floating embedded 
document closes and returns to the location where you embedded it. 

However, if you choose In Place for an embedded document and later float it 
by double-tapping its title line, PenPoint treats it just as any floating document; 
when you turn to a diff^erent page, it floats on the new page. 
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WORKING WITH EMBEDDED DOCUMENTS 



Printing an Embedded Document 



when you print the container document, usually only the portion of the 
embedded document that shows on the screen gets printed. You can control 
how much of the embedded document PenPoint prints by resizing it before 
printing. To print the entire document regardless of how much is showing, or 
to start it on a new page, choose the appropriate Formatting option from the 
embedded document's Print Setup Layout sheet. 
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Document Edit ln:ei-t Case Format 

Dear Mr. Hopkins: 

I've received our department's most recent proposal for 
the New World Food's bottle design, They recommend a 
common resin, polyethylene terephthalalE (PET), which 
is recyclable, lightweight, and achieves your breaking 
resistance goal, Switching to this resin also has the 
advantage of giving us greater design fleKibility, 
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To set print options for an embedded 
document: 



1 Choose Print Setup from the 
embedded document's Document 
menu. 

^ If the Layout sheet isn't displayed, 
tap the arrow at the top of the 
option sheet and tap Layout from 
the list. 

2 Choose the appropriate options 
from the Formatting category on 
the Layout sheet. 

^ To print the entire document, 
choose Print Entire Document. 

^ If an embedded document is near 
the end of a page and you want to 
prevent the contents from being 
split between two pages, choose 
Keep on Same Page. 

-*■ To make sure that an embedded 
document always begins on a new 
page, choose Begin on New Page. 

3 Tap Apply & Close. 



If you don't see the menu line for the embedded document, draw an M on the 
title line. If neither the title nor menu line is visible, draw a check tap \/ 
anywhere in the document to display the Document option sheets, then choose 
Show from the Borders & Controls category of the Access sheet to make the 
title and menu lines visible. 
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If the embedded document is closed, PenPoint prints the icon and title. To 
avoid printing them, close the document and move the icon to the cork margin 
while you print. You can find out how to use the cork margin in the next 
section of this chapter. 

If the embedded document is open, the PenPoint operating system normally 
doesn't print the menu and title line, borders, and scroll margins. However, 
some applications may treat these elements differently. See the guide that comes 
with the application. 

The container document's Print Setup option sheets set the orientation and 
paper size for the embedded document and suppresses other Print Setup 
options for the embedded document, such as margins, headers, and footers. 

If you want to format the embedded document with its own margins and 
headers and footers, you can do so: 

■ Choose Print Setup from the embedded document's Document menu. 

■ Choose the appropriate options on the Header and Layout sheets. 

■ Choose Print Entire Document from the Formatting category on the 
Layout sheet, and tap Apply & Close. 

PenPoint prints the embedded document starting on a new page using the 
settings you've selected and then returns to the options for the document that 
contains it. 

To print the embedded document without printing the document that contains 
it, choose Print from the embedded document's Document menu. 
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The cork margin is an area at the bottom of the document where you can put 
hyperhnk buttons, new or embedded documents, and accessories. You can 
easily use things you've placed there no matter where you are in the document. 

The PenPoint operating system doesn't print what's on the cork margin, so you 
can move buttons and closed embedded documents there when you don't want 
to print the title or icon. 
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The cork margin is always part of a 
document, but it's usually hidden. 

To display it, draw a C in the 
document's title line. 

Draw a C again to hide it and 
everything on it. 



You can also show the cork margin by 
drawing a check s/ on the document title 
line to display the Document option sheets 
and then selecting Cork Margin on the 
Access sheet. 
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Use the cork margin when you want to annotate a document by inserting notes 
and instructions there. To create a new document, draw a caret /\ in the cork 
margin to display the Create menu and then tap to select a new piece of 
stationery. 

You might also move an existing document, such as a to do list, to the cork 
margin so you can update it while working on the current document. To put a 
document in the cork margin, copy or move it from the Table of Contents. 

Place hyperlink buttons in the cork margin to turn quickly to parts of the 
document you want to see without having to scroll through the document to 
find them. To insert a hyperlink button in the same document, select a word 
and draw the gesture for a hyperlink button o in the cork margin. To insert a 
hyperlink button for a different document, select the document in the Table of 
Contents and then draw the hyperlink button gesture d) in the cork margin of 
the first document. 

You can change the location of a hyperlink button in the same document by 
selecting a new word and triple tapping :^ the button. PenPoint changes the 
label on the button to reflect the new location. 

To have easy access to an accessory, such as the calculator, copy the icon for it 
to the cork margin. 
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You can change the look and behavior of a document to suit what you're usin^ 
it for. For example, if you embed a drawing in a report, you might choose not 
to display its menu line. If you're referring frequently to a document during a 
meeting, you might want to shorten the time it takes to turn to it. 

You can decide whether to: 

■ Show the title line, menu line, scroll margin, or borders 

■ Shorten the time it takes to turn to a document 

■ Add a cork margin where you can store hyperlink buttons and embedded 
documents. 



Proposed New Deiiign (3^^1) 
Document Edit Insert Case Format 

resistance goal, Svritching to this resin also has the 
advantage of giving us greater design flexibility. 



7^ 



BoM/De;ignShetch 




Finish 



iJhouMer 



Heel 




Bottle Design Sketch 



>, 



Access 



Debtable: 

I fased your packaging Editable - 
received his comments 

' J Re-visad Bottte F^M 



Access Speed: 



Ve can gC' over these t 
neKt Tuesday, In liie n 
if you've any '3[uestion£ 

Sincerely J 



Boideis & 
Contmls: 



Coritiols: 



Yes 



Stand srd 

Show 
Hide 



ide 
itjfl 






jfti-f'^^'i. 



Twi Line 
Mejuj Line 
Samll Margins 
OarV Margin 

'ipply Apply S^iosc G!o:c 



To customize a document: 

1 Draw a check s/ on the document 
title. 

^ You see the Document option 
sheets. 

2 Tap on the arrow in the title line to 
see the list of sheets and tap on the 
option sheet you want to use. 

^ Most of the customization 
options mentioned above are on 
the Access sheet. 

3 Tap to select each option you want, 

^ When you display the Document 
option sheets, you see a dimmed 
check mark next to each currently 
selected option. Tap an option to 
deselect it. 

4 Tap Apply & Close to apply the 
options to the new document and 
close the option sheets. 



Applications you install on the PenPoint computer may add their own options 
to the document option sheets or remove inappropriate ones. 



You caY\ a\50 dleplay the document option 
eheete by choosing About from the 

Pocument menu. 
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CHAPTER 6 
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Learning to Write on the Computer Screen 



If you've never written with a pen on a computer screen before, you might 
want to spend a few minutes using the Letter Practice tool to get the feel of 
writing on glass. 



Letter Practice 

Use this practice area to get used to writing on the screen 
with the GO pen betDreyou u=e HandwtitingCuslDmization 
Pnntone letter per bo^, staying inside the bo>;es. Lift the pen 
away from the screen after writing each letter to see the transh 

Start by writing individual letteri, not words. Tty making each 
letter several different ways , you may find that minor 
adjustments produce better translation results. Then try 
writing some short words so that you practice combinations 
of letters. 

NOTE- Do not use this screen, which flashes as it translates 
each character in isolstio n, to evaluate the accuracy of the 
system's handwriting translation. When you write in a 
document the translation will be more accurate because the 
system can use the dictionar/ and other r.ontp^it information 
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Letter Piactce Keyboan) 
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To use Letter Practice: 

1 Tap y the Tools icon on the 
Bookshelf to open it, and then 
tap y Letter Practice. 

You'll see instructions for using 
Letter Practice. 

Before starting to write, find a 
comfortable position. 

2 Print one character per box. 

Hold the pen as you would 
normally and write naturally. Don't 
press too hard with the pen. 

As you print your letters, the 
PenPoint ^ operating system 
translates the results. Experiment 
with different ways of making the 
same letter to see what works best. 

^ Tap Clear to erase what you've 
written. 

^ Tap Quit to close Letter Practice 
and end the practice session. 



Help Piefeierice; Took Statbrier/ DeIg t:eyboa(d injtaller In Out 



If you normally print in upper case, practice writing that way. Later you can set 
a preference which translates your upper case writing into appropriate upper 
and lower case letters. (See the next section, "Printing in Upper Case.") 

You can also set the size of the boxes so that you can write easily within them. 
To learn how to change the size, read "Choosing a Writing Pad Style" later in 
this chapter. 

When you're comfortable writing on the screen, you can customize your 
printing with the Handwriting Customization tool. (See "Customizing Your 
Handwriting" in this chapter.) You'll find tips on how to write in pads in the 
next section, "Printing in Writing Pads." 
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You print in the Notebook on a writing pad as you would on a paper pad. 
When you're done, the PenPoint operating system converts what you've written 
into typed, electronic text which you can then easily correct and edit. 

Some applications, such as MiniText, have writing pads on them when you first 
turn to a newly created documents. The Notebook has other pads which you 
can also use to insert text. The section on "Getting a Writing Pad" in this 
chapter explains how to get and use each pad. 

The standard writing pad contains separate boxes for each character. After 
translation the characters remain in their boxes so you can correct them befi^re 
you transfer the text to the page. 

At some point you may find it easier to write on ruled pads or to use a keyboard 
to enter text. To learn how to adjust the size and style of boxed and ruled pads, 
read "Choosing a Writing Pad Style"; to find out how to use the software 
keyboard read "Using a Keyboard to Write," both in this chapter. 
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PRINTING IN WRITING PADS 

Newly created MiniText documents contain a writing pad. (Read chapter 5, 
Creating and Using Documents to find out how to create a document.) Before 
practicing the following tips, turn to a MiniText document. 



MiniText 
Document Edit Insert Case Format 



OK Clear Cancel 
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To print in a writing pad: 

Start the letter in the character box 
and print clearly. 

Write naturally; PenPoint will keep 
up with you. 

You can leave extra spaces at the 
end of the line. (The PenPoint 
operating system converts them to a 
single space.) 

Leave a space between words. If you 
finish a word in the last character 
box, skip a box on the next line 
before starting the next word. 

To start a new paragraph, leave a 
space between lines. 

If you get to the end of a line in the 
middle of a word, continue it on 
the next line. Don't hyphenate it or 
the PenPoint operating system will 
translate the hyphen. 



Find a comfortable poeltlon, relax and 
write the way you normally do. {Don't preee 
too hard with the pen.) 
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What Works 



What Doesn't Work 



Write neatly and at a normal speed, making your letters a consistent size. 
Sometimes when you're writing you'll make the first letter of a word larger than 
the others. PenPoint translates this as a capital letter. 
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Make your letters the same way each time. For example, don't use one stroke 
sometimes for an rand two strokes at other times. 
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When tall and short letters come next to each other, make sure there's a visible 
difference in their heights. For many letters, height is the only difference 
between upper and lower case. 



VKr^ 



d 



u 



9ih 



a\dl9U 'p\h\ i laij 



Letters with curves in them should curve at the top if it's a capital letter or 
midway for a lower case letter. 



Jb ; a I "T rfi :(^ ^a 



Lbiaitlhie-ld 



Make sure that letters with descenders (g, j, p, q, and y) extend clearly below 
the baseline of the box or ruled line. They can even go outside the pad. When 
you print a descending letter, its tail may dip into the box or space below it. 
You can still write in this area when you get to it. 



..£. 



rio 



m 
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£==M: 



You can cross your t s and dot your i s after writing a line and before starting a 
new one. 
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What Works 



What Doesn't Work 



Writing in boxed pade: 

Always start your letters within the box where you want that letter to go in. Any 
time you put the tip of the pen down on the writing or edit pad, you're starting 
a letter. 



^ 



hi-f-? \^\&\y( 



; UJ^ \oih M \ JB ;o^ 



Writing in ruled pade: 

Write as neatly as you do in the character boxes. 



■ leckTi'j 



ci^a^iC 



Don't let letters touch each other. 



Wa'3(im_^'tpn 



].. VJx^.hff^jfary} 



Leave a small, consistent amount of space between letters and more space 
between words. 



ilsA/a'sf-i/rn^i'ori yifqs ^C^e. 



Vj <>:}h , ny +ir.n wtas-ff^e 



If you run out of room when you're in the middle of a word, scratch it out -zkz. 
and begin the word again on the next line. (Don't hyphenate it or the PenPoint 
operating system will translate the hyphen.) 









Write vertically rather than on a slant. PenPoint sometimes translates 
overlapping letters as one letter. 



tTQir;efq-f'(Via 



f i^ffs/Ri/-^ 



Connect the strokes that you make to form a letter such as a /^ or k. Otherwise, 
the PenPoint operating system may translate each stroke as a separate character. 



r v~u c k 



iTucxf^. 
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Printline in Upper Caee 



If you normally print in upper case, you can do so and the PenPoint operating 
system will translate your writing into upper and lower case letters. To set this 
option: 



3, Mew World ■v^dll pay each inyoice from an approved 
estimate ^sT 



4, You ani 
will not h^ 
contract f<j 

5, If your j 
stresses., h| 
it, you wilj 
World agt| 



Preferencfjifi >> H,anriw,ritinn „ 



WritiriQ Style: 
Writir^ Pad: 
BoK Sizb: 
Box Shape: 
Ruled Height: 
Unnecognized 



► Uppercase Only 



► Boxed 

!• Medium 

¥ Medium 

^ Medium 



betoreusir character > « 



not hold y| 
approved ^ 

Please sigj. 
me. 



igit 




1 Tap y the Preferences icon on the 
Bookshelf to open Preferences. 

^ If the Handwriting sheet isn't 
displayed, tap the arrow in the 
title of the option sheet and tap 
Handwriting. 

2 Choose Upper Case Only from the 
Writing Style category pop-up list. 



3 Tap Apply & Close. 



Help Piefetenoes Toob 



DP wil 
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Translating Your Handwriting 



You can translate your printing in a boxed or ruled-boxed writing pad at any 
time. TJiis allows you to see if the translation is correct before you transfer the 
words to the page. 



MiniText 
Document Edit Insert Case Format 
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MiniText 
Document Edit insert Case Format 



m. 



Clear Cancel 



jQ„m.iji 



.lIlJ.JLJJfl. 



jlJj„ 



.SlsJL.. 



,±.i.a„ijs. 






ja.LiL 



.je.. 



,SL^_£L.ljaJ 



Ls„,ijlLjL 

!E,J.!Qj.X.iJw.iji.j™.-i„..i__i-,...J_..., 



tiJ^ixX 



Tap OK when you're ready to 
translate your writing in the writing 
pad. 

If PenPoint mistranslated any 
letters, you can correct them in the 
writing pad. (See "Correcting the 
Translation" later in this chapter.) 



When you're ready to transfer the 
letters to the page, tap OK again. 

Tap Cancel to close the pad 
without translating your writing. 



The single character pad translates your 
handwriting automatically when you lift the 
pen away from the screen. 
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TRANSLATING YOUR HANDWRITING 

To get the best translation results: 

■ Review the handwriting tips in this chapter. 

■ Train PenPoint some more with Handwriting Customization, which you'll 
find in Tools. 

■ Align the pen with the Pen sheet of the Preferences notebook. 

To align the pen: 
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3, New World will pay each invoice from an approved 



estimate ■¥! 

4, You ani| 
will not b| 
contract f( 

5. If your 
stresseSj h 
it, you ml 
World agi 
before usi: 
not hold: y 
approved' 




Tap to Align Pen: 
Pen Cursor 

Primary Input: 



not and 
This is a 



stand ttie 

ranteed 

v/ 



tlius 
we have 



m^^Pi^H^^^BiH^Bi 



Please sign: a copy :o£^&is^;^ 

rae,^;:,.;;.>:';;,.,.',.,.. ^;';:, 



1 Tap the Preferences icon on the 
Bookshelf 

^ If the Pen sheet isn't displayed, 
tap the arrow on the title line to 
see a list of sheets and tap Pen. 

2 Touch the pen to the middle of the 
cross-hairs of the Tap to Align Pen 
category. 



3 Tap Apply & Close. 



Help Ptefeiehces Tools 



jtatbherj' Disks K'eyboaid InsfalleK In 



If you continue writing in the pad after translating your writing, the PenPoint 
operating system translates the text as you write. If the letters seem to disappear 
after you write them, the time interval is not long enough for you to complete a 
word before PenPoint translates it. You can increase the interval by changing 
the handwriting timeout option. 

■ Tap the Preferences icon on the Bookshelf. 

■ If the Timeouts sheet isn't displayed, tap the arrow on the title line to see a 
list of sheets and tap Timeouts. 

■ Write in an amount for the Handwriting Timeout. Or change the number 
by writing a new number over it. 

■ Tap Apply & Close. 
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Correcting the Translation 



If PenPoint mistranslates a word, you can correct it in the writing pad before 
you transfer what you've written to the page. Or, you can wait and correct it 
later on the page with the proof sheet or with editing gestures. 



Corrhct'mq the Translation in tha Writing Fad 



If PenPoint doesn't recognize a letter, it replaces the letter with a symbol 



MiniText 
Document Edit Insert Case Format 




To correct unrecognized or 
mistranslated letters: 

Write over a mistranslated letter. 

Or, use gestures to correct it. 

^ When you draw a gesture, begin 
it within the character box and 
end it outside the box. Otherwise, 
PenPoint will try to interpret your 
gesture as a letter. 



Insert a space with the insert space 
gesture ^ , The number of empty 
boxes you add depends on the 
ength of the bottom of the gesture. 

Draw a vertical pigtail '^ to delete 
unwanted characters. 

Draw a horizontal line through the 
characters you want to delete. 



You can choose a different symbol — an underscore — for the unrecognized 
character: 

■ Tap the Preferences icon on the Bookshelf If the Handwriting sheet isn't 
displayed, tap the arrow on the title line to see a list of option sheets and tap 
Handwriting. 

■ Choose the underscore symbol from the Unrecognized Character 
pop-up list. 

■ Tap Apply & Close. 



WRITING IN THE NOTEBOOK 

CORRECTING THE TRANSLATION 



1 25 



Corrhct'm(^ the Translation with the Froof Shaat 



If a word on the page is incorrect, you can often find the correct one on the 
Proof sheet. 



Package Design Letter 
Document Edit Insert Case Format 



Our bottles should be able to withstand the impact from a 
tricycle Hp8|by a three year old. But four bottles of 

tnlKnte all over the 



peered paheied podketed 
I^^Aeied patteied pidketer 
powdeied putteied petaid 
piMteied powdeier pedigiEe 



IjQiljOjldJlISLJji 



Ok Clear ' .Garicel 



try our product 



.able, 8 02, plastic 
fe impact? I '11 be 
5; me suggested 



1 Draw a P over the incorrect word to 
display the proof sheet. 

2 Tap to select the correct word from 
the list of suggested alternatives. 

If one of the alternatives is close to 
the word you want, double tap .f 
the word to put it in the edit pad 
and display a list of further 
alternatives. 



The list of alternatives may include combinations of letters the PenPoint 
operating system doesn't recognize as a word, since the word you wrote may be 
an acronym or personal noun not found in its dictionary. Choosing it from the 
Proof sheet adds it to the personal dictionary so that the next time you write the 
word, PenPoint will translate it correctly. 

Instead of selecting a word from the list of suggested alternatives, you can also 
edit the word in the edit pad. To do so: 

■ Write over a mistranslated letter 

■ Or, use the same gestures you use to correct the text in the writing pad. 
(Insert a space with the insert space gesture j^ ; delete a single character 
with the vertical pigtail ^ ; delete several characters by drawing a horizontal 
line through them.) 

■ Tap the OK button to replace the incorrect word with the corrected one. 

It's sometimes easier to correct the translation directly on the page, particularly 
when only one or two characters are mistranslated. You can read about editing 
gestures that let you correct and revise the text in chapter 7, Editing and 
Formatting Text. 
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There are two kinds of writing pads, pop-up and embedded. Use a pop- up pad 
to add a single character or several words to a document. The pop-up pad floats 
on the page. Before doing something else in the document, you need to 
translate your writing or close the pad. 

Use an embedded pad to add several sentences. The embedded pad begins 
where you draw the gesture and the text that's already in the document flows 
around it. Unlike the pop-up pads, the embedded pads stay open so you can 
move around the document and still continue using the pad. 



3MNEWPRD 
Document Edit Insert Case Format 



Q 



Southwestern curry sauce 

This is essentially a barbecue sauce. You'd sppad this 
cutty sauce over regetables as 70U grill tliem. 



To get a single character pad, draw 
the insert character gesture [~. 

^ As soon as you finish writing the 
character, PenPoint transfers the 
text to the page and dismisses the 
pad. 

^ If you decide not to write in the 
pad, dismiss it by tapping 
anywhere outside it. 



Eggplant dip 

(We'll need a cj[ 
babaganoush I 
shelf storage, 



Southwestern 




This is essentially a barbecue saucer. You'd spread this 
cuny sauce oyer vegetsibles as you grill thern. 



To get a pop-up pad, draw a 
caret /\ . 

^ To make the pad bigger, press the 
pen on the corner handle to see 
an outline around it which tells 
you it's ready to be resized. 

^ Drag the corner handle to the 
right to widen the pad, down to 
lengthen it, and diagonally to 
increase it in both directions. Do 
the opposite to decrease the 
writing area. 
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TO; Dick Hopkins 

FROM; Enrique Fabbro 

DATE; February 2,, 1991 

RE; New Product Ideas 

CC; TestKitchenSj Sara Schwartz 



Dick -- 1 ^TO.s fiddling around witli someold recipes and ;: 
came up witli some wa.ys we might market eggplant 
which is a good stable Yegetable,yi.etme know what you 
think, -Enrique ■ /\ 
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To get an embedded pad, draw a 
caret tap /\. 

^ To make the pad bigger, press the 
pen on the bottom handle to see 
an outline around it which tells 
you it's ready to be resized. 

Drag the handle down to expand 
the writing area. 

After writing in the pad, tap the 
appropriate button. 

^ Tap OK to translate the writing 
in the pad; tap it again to transfer 
it to the page. 

^ Tap Clear to erase the pad. 

^ Tap Cancel to dismiss it without 
translating what you've written. 



Most of the time when you work with pop-up and embedded pads, you tap 
buttons to translate your writing, and resize the pad when you need more room 
to write. Pads designed for a specific task may vary somewhat. For example, the 
single character pad doesn't have translation buttons or a resize handle. 



If you are working in a MiniText document, 
you can get a writing 'pad by selecting the 
appropriate pad from the Insert menu. 



USING PENPOINT 



1 28 




In the standard writing pad, you write in boxes. But after writing in the 
Notebook with the boxed pads, you may find it easier to use a ruled or 
ruied-boxed pad. In boxed pads, you write in boxes and then translate the text 
in the boxes. This allows you to see the results of your translation and edit any 
mistranslated characters before transferring it to the page. In ruled pads, you 
write on ruled lines and the PenPoint operating system translates your writing 
directly to the page. 

Ruled-boxed pads combine both styles. You write on ruled lines, and then 
PenPoint translates your writing into boxes so you can edit the text before 
transferring it to the page. 

When you choose a writing pad style you can also adjust its shape, size, and 
spacing to accommodate your handwriting by selecting the appropriate options 
on the Preferences Handwriting sheet. 



Choqsing 3oxed Fade 



In boxed pads you write a single character in each box, translate your writing in 
the boxes, and then transfer the text to the page. 

To find out how to translate your writing and correct the translation, read 
"Translating Your Handwriting" and "Correcting the Translation," both in this 
chapter. 

To choose a boxed pad: 



E 'ear Ms. Huerta; 

We need a new design for the plastic bottles for our 
C'l'ttdimente. 



F'.ecentiy, an es* 
of our samples I 
C'Urline, He brie 
his son ran intjo 

Cijr bottles shoi; 
tricycle powerec 
our new salsa bi- 
floor. 



Unieoognizied 

The eKecutive n Character 



Preferenoes ► Handwriting 



BeRed 
► Ruled /Boxed 
Ruled 



Writir^ Style 

Wilting Pad: 

Box Size: 

BcK Shape: ► Medium 

Ruled Height: ► Medium 



Can you design 
bottle that won '1 

trayelling neKt'K'^ekj but you can fajsj me suggested 
roposals at 4 15/ 345-9833. 



i2^xc«Krxni^'crr\ 



#3RSSC^^ 



^£J[VV. Ti-iTT?^ 



m 



Help Pieferenoe? Toote Statbnety Diaks Keyboart Inatalfer In 



1 Tap y Preferences to open it. 

'*' If the Handwriting sheet isn't 
displayed, tap the arrow on the 
title line and choose Handwriting 
from the list. 

2 Choose Boxed from the Writing 
Pad pop-up list. 



3 Tap Apply & Close. 

^ The next time you insert a pad or 
turn to one on a newly created 
document, you'll get a boxed pad. 
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Chode'mq a Ruled Fad 



Once you get used to writing in the Notebook, you may find it more 
convenient to write on a ruled pop-up or embedded pad. 

Ruled pads differ from boxed pads: 

■ The PenPoint operating system doesn't translate the writing in the pad 
before transferring it to the page. 

■ You can't use the keyboard to enter text. (If you'd rather enter text with the 
keyboard, you can do so directly in the document.) 

To choose a ruled pad: 



Dear Ms, Hd 

We need a ne{ 
condiments, 

Recently J an | 
of our sarnpk 
our line. He t: 
his son £a.n in] 

The esrecutiy^ 



► Handwriting 
i^-^lixed Case 




Preferences 

Writ ino Style: 
Writing Pad: 
Box Size: 
Box Shape: 
Rubd Height: 



a bos 
ering 
where 



Can you desi| 

bottle that wo^ 

travelling neKt^'\'«ek, but you can fas me sugge 

proposals at 4 15/ 345-9833. 

f m ^ i^ ± 

Tools Statbneiy DisKa. Ksyboaid In-siaiter In 



1 Tap the f Preferences icon on the 
Bookshelf to open it. 

^ If the Handwriting sheet isn't 
displayed, tap the arrow on the 
title line and choose Handwriting 
from the list. 

2 Tap Ruled from the Writing Pad 

pop-up list. 

3 Tap Apply & Close. 

^ The next time you insert a pad or 
turn to one on a newly created 
document, you'll get a ruled pad. 
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Recently, an executiTe of a supermarket chain took a box 
of our samples home in order to try them before ordering 
our line, He briefly lefttlie boK on the kitschen floor where 
his son ran intC' it with a tricycle. ! 

A 

©K Clear Cancel 

Ourbott\e& 

e h o u \ d be able to 

wlthetand the 

impact from a 

tricycle 

The eKecutive never got a chance to ixj our product 



To write in a ruled pad: 

4 Draw a caret tap /\ to display an 
embedded pad. 

5 Write naturally. Leave space 
between words. 

^ Draw a scratch out ^»^ to erase 
what you've written; tap Clear to 
erase the pad. 

6 Tap the OK button to transfer your 
writing to the page. 

^ Tap Cancel to dismiss the pad 
without translating your writing. 
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If in translating your writing to the page, PenPoint doesn't recognize a letter, it 
replaces it with a symbol ®. You can correct mistranslated words with editing 
gestures or the Proof sheet. You'll find an explanation of correcting words in the 
Proof sheet in this chapter and of editing text in chapter 7, Editing and 
Formatting Text. 

For tips on how to get the best translation results when writing on the ruled 
pads, read "Printing in Writing Pads" in this chapter. 



You cav\ change Xhe writing 'pad style but 
not tlio edit pad style. The text in edit 
pads always appeave in boxes. 
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Choosing a Ku\ed-S>oxed Fad 



If you like writing on a ruled pad but prefer to translate and edit the text before 
transferring it to the page, choose a ruled-boxed pad style. 

To choose a ruled-boxed pad: 



Dear Ms. Huerta; 

We need a new d| 
condiments. 

Recently, an exeq 
of our samples hci; 
our line. He briefl 
his son ran into it 

The executive ne-| 



PreferBnces ► Handwriting 

Writing Style: ► Mixed Case 

Writing Pad: 

Box Size: 

BaxSha|3e: 

Ruled Height: ► Medium 

UnnaxignizKd:: >■„ ,*■ : ■ 
Charaden 



^ Boxtel 
R uieK/Bo?<ed 
Ruled 


^ weaiurn 



Gan you design a 
botde 'that won't ti 
travelling he^ttweS^^^^^^ 
:p]S3posa:ls at4: 1 M: 34 5 ^9 833 . u 



'alTr^^igge: 




Help Piefeiencea Tools 3tatbnerj,(: vDia-ks Keyboarct Iriata 



1 Tap the f Preferences icon on the 
Bookshelf to open it. 

^ If the Handwriting sheet isn't 
displayed, tap the arrow on the 
title line and choose Handwriting 
from the list. 

2 Tap Ruled-Boxed on the Writing 

Pad pop-up list. 

3 Tap Apply & Close. 

^ The next time you insert a pad or 
turn to one on a newly created 
document, you'll get a 
ruled-boxed pad. 
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Recently,, an executive of a supermarket chain took a box 
of our samples home in order to try them befor^e ordering 
our line, He briefly lefttiie box on the kitahen floor where 
his son ran into it mth a tricycle, • 

A 



«f 



Clear Cancel 



Our b o t t \ e & 

e H o u \ d be able to 

withstand the 

impact from a 

tricycle powered 

by a three year 

old. 

The executive never got a chance to try our product 



To write in a ruled-boxed pad: 

4 Draw a caret tap /\ to display an 
embedded pad. 

5 Write naturally. Leave space 
between words. 

^ Draw a scratch out ^»^ to erase 
what you've written; tap Clear to 
erase the pad. 

6 Tap OK to translate your writing 
into boxes. 
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USING PENPOINT 

CHOOSING A WRITING PAD STYLE 



Recentlj, an executiye of a supermarket chain took a boK 
of our samples home in order to try ttiem before ordering 
our line, He briefly left the boK on the kitchen floor where 
his son ran into it with a tricycle. 



,r 



OK Clear Cancel, 



]!eJJUjLl1iJ^ 






jLjjn. 



I^JjaJjCLLt 



tliML 



jELjJ^ 






jQUjraj ^ 






£jjLjje.JjLL_iJhj,:^ 



JloJEJ 



i y.i.e 



uam: 



jaliJjdLl„.^.X 



The executiye never got a chance to tty our product 



7 Edit any mistranslated characters, as 
described in "Correcting the 
Translation" in this chapter. 

Tap OK to transfer the text to the 
document. 

^ Tap Cancel to dismiss the pad 
without translating your writing. 



WRITING IN THE NOTEBOOK 

CHOOSING A WRITING PAD STYLE 



Choceinq a Writing Fad Siza and Shape 



Your Notebook comes with certain options preset, such as the size and shape of 
writing pads. 
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RE; Mew package design 



Dear Ms. H Preferences ► Handwriting 



We need a 
condiments 

Recently J a 
of our samf 
our line. He 
his son ran 

Our bottles 
iiicycle po^; 
our new; 
floor, 



Writing Style: ► Mixed Case 

Writing Pad: ► Boxed 

Bos Size: ► Medium 

BoKShaiJe: ► Medium 

Ruled Height: ► Medium 

UniecosnizBd 

Character: > ® 



^',C^C 



ur 

jk a box 
itdering 
>r where 



bfroffl i 
fles of 
cthe 



The eKecutive never got a chance to txj our product 

Can you design a light^weightj recyclable, 8 os, plastic 
botde that won't break under moderate impact? I'll be 
txarelling next week; but you can fax me suggested 



Help Pietetetioes Tools Stetbriety Disks Keyboaid Instalfer In Out 



To adjust the writing pad size and shape: 

1 Tap the y Preferences icon on the 
Bookshelf to open it. 

^ If the Handwriting sheet isn't 
displayed, tap the arrow on the 
title line and choose Handwriting 
from the list. 

2 If you've chosen Boxed or 
Ruled-Box writing pad style, choose 
the appropriate Box Size and Box 
Shape from the pop-up lists. 

3 If you've chosen Ruled writing pad 
style, choose a height from the 
Ruled Height pop-up list. 

4 Tap Apply & Close. 

The PenPoint operating system 
applies the settings to newly created 
pop-up or embedded writing pads 
(not to the one you're presently 
using) . 



USING PENPOINT 



1 34 




At times you may find it easier to insert text by typing it. You can use the 
PenPoint operating system's software keyboard or a regular PS/2 keyboard that 
you plug into the GO Quick Charger to add text directly to a document or to 
correct translated text in a writing pad. 

When you use the keyboard to insert text in a writing pad, field, or on the page, 
you first tell PenPoint where to begin typing by setting the insertion point. If 
instead of adding text you want to replace text, select the text you want to 
replace and then begin typing. 



Typiilg Taxt Directly onto the ?aqe 



Package Design Letter 
Document Edit insert Case Format 



Ms 



.El|^ 



New Vorld Foods 

19271 Palm Blvd. 

Los Angeles, CA 90036 

February 17, 1991 




To type text directly onto the page: 

1 Tap the software keyboard icon on 
the Bookshelf (If the keyboard icon 
is not visible, tap Tools and tap the 
keyboard icon). 

2 Press f to set an insertion point in 
the text. (Tap to locate the insertion 
point if you've set the Primary 
Input to keyboard on the Pen 
Preferences sheet.) 

3 Tap a character on the keyboard. 

PenPoint inserts it in the text. 

^ To replace a character, tap it to 
select it and then tap the 
appropriate key. 

^ To delete a character, tap the 
backspace key. 

^ To move the keyboard, press and 
drag the title line. 

4 Tap the close corner to close the 
keyboard. 



Help Piefe fences Tools Statonerji- Disks 



WRITING IN THE NOTEBOOK 

USING A KEYBOARD TO WRITE 



Corrhct'm(^ Text in the Writing Fad by Typing 



You can correct text in a boxed or ruled-boxed writing pad by typing with the 
keyboard. 



Dick 



iOk' ICIearl iCaneeh 









.AJJl 






iSLLl. 



iJ^hJ-^ULl 










idli^lJlllJiJZjlJiJ^iJzJJd 
:^ilJl[i fJlJLJlj,yJlJ£j£JlJlJiJ 

j^ ] zj X J :C I vj b J nj rr^ J J /J j4 j 

anl Aitr lAitj aril 



B 



@ 



1 Tap the keyboard icon on the 
Bookshelf. (If the keyboard icon is 
not visible, tap Tools and tap the 
keyboard icon). 

2 Press f to make a box active. (Tap 
to make it current if you've set the 
Primary Input to keyboard on the 
Pen Preferences sheet.) 



Help PiBferences Tools Ststbnery Disk^. Key boa id Installer In Out 



Tap the appropriate key on the 
keyboard. 

PenPoint inserts it in the box. 

If you continue typing PenPoint 
replaces the characters in the 
subsequent boxes with what you 
type. 

^ To delete a character, tap the 
backspace key. 
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Depending on your writing task, you may want to choose a different keyboard 
layout. Draw a check s/ on the title of the current keyboard and tap to select an 
alphabetical or PC compatible layout or a numeric keypad. 

To use a regular PS/2 keyboard, plug it into the GO Quick Charger and follow 
the same procedure as you do for the software keyboard. You'll find a diagram 
of how to attach the keyboard in chapter 13, Setting Up Your Computer. 



The FenFolnt operating system doesn't use 
the function, {Alt}, and {Ctrl} keys on the 
keyboard. 



USING PENPOINT 
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The Handwriting Customization tool contains sample sentences which you 
copy to show PenPoint how you write. 

If you've never written with a pen on a computer screen before, you might 
want to spend a few minutes using the Letter Practice tool to get the feel of 
writing on glass. 

Once you're accustomed to writing on the screen, you'll be able to train 
PenPoint in the writing style you'll actually use in the Notebook. 



WRITING IN THE NOTEBOOK 

CUSTOMIZING YOUR HANDWRITING 
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Tools 



^ 



Hsifidv/riting Customfeaton Letter Piactce PeiEOtial Dictbhaiy i 

t.l 




ij vi » SI a 

Help Pieteiences Tools Stsiionery Diste Keyboatd Instalte'r In Out 



To use Letter Practice: 

1 Tap the Tools icon to open it. 

2 Open Handwriting Customization 
by tapping its icon. 



Handwriting Customization for "Standard" 

Welcome to Handwriting Customization, You are about to 
teach PenPoint hov'/ you write your letters, This may take 
some time, but it w\\\ improve recognition of your writing, If 
you need to, you can return to Handwriting Customization 
later to further improve recognition. To customize your 
Vi'Titing profile you will v>/rite several five-sentence sets for 
each type of character. After each set you V'/ill see 
statistics showing recognition rates and recommending 
further, iintirin. l\l,nwJaa,lhR,„iDriir,at,Rri ,hi],ttn,Dj''hRlnw\ to go 



on to t iVote from Hsridwriiif^g Custornizaiion... 

Please provide a name for your handwriting 
profile. Your first name may be a good choice. 
This name differentiates your prDfile from other 
people's profiles and from the Standard one. 
When yo u've entered a n ame tap Begin. 

Elenal 



!iJ?JI,J£!§J 5izJiJ§Lj£],Jd lid 
„J HJ ^i ?J ! J y Ij El ,lj ?j u ,LJ Li1„, J 
E.i!H?J ~J !J SJ ™ J ' J «J Li lI iJ ii_i 

^ J2 jx |cj vj b [nj iTsJ » J j/J ^ -J. 
t| A!t| ■••■ • V. . .' 4Ait| , «l. 



B&mi- "•-Carce! 



o 
o 
o 





NEXTh- [,f\ Lower Case Set 
Upper Case Set 
Numerals and Symbols Set 
Individual Charaders 
E>;it Handwriting Customization 



Help Piefeienoes Tools StBtbnery- 



Disks- Ksyboaid 



3 Enter a name for your handwriting 
profile by tapping each letter of 
your name on the keyboard. (To 
delete a previous letter, tap the 
backspace key.) 

4 Tap Begin to start. 

5 Tap a button to choose a 
customization set. PenPoint 
suggests which set you do Next, but 
you may choose any set. 

If you decide not to customize 
PenPoint at this time, tap Exit 
Handwriting Customization to 

close it. 



You'll probably find it easiest to use the keyboard to enter your profile name, 
but you can also write it in the field. If you make a mistake, cross it out or use 
the backspace key on the keyboard to delete the text. You can also put the text 
in an edit pad by tapping the name field. (See "Editing Text in Fields" in 
chapter 7 (Editing and Formatting Text) for information on editing text.) 
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USING PENPOINT 

CUSTOMIZING YOUR HANDWRITING 




Usinh a Cuetom\zat\on 6et 



A set consists of a series of sentences or letters, numbers, and symbols which 
you copy. 



Handwriting Customization for "Elena" 
LjdV'« r C ase Set 1 Sen te nee 1 of 5 



Freshly 

f r e £ '^ '^ y 

squeezed 

S 1 u e. •€. z e c?' 

orange juice 

Ci r CK f\ o. G_ \ u I c ? 



W I 

'■-■J \ 



I improve 

1 I t-^ p r o "^z 5. 

an excellent 

breakfast . 

b r e c\ l^ f ^^ £ 4 , 

[^fcept] [Clear l { ] (Sit) 

Instructio ns: Print the sentence in tine spaces below eaich letter. Use 
upper and lovvercase as in the sentemps. Tap "Accept" ti have your 
writing accepted. Tap 'Clear" to clear a word at a time. Tap "E-^if'to 
return to the main menu. 



B & 



1 Copy each letter in the box below it. 

If you make a mistake, tap Clear 
to erase the last word you wrote. 
(If you tap it again it erases the 
previous word and so on.) 



2 Tap Accept when you've completed 
the sentence. 



Help Prafeiencea Tools Statbnerji- D'ahs- Keyboaid Instalter In Out 



If you normally write in uppercase letters, 
choose Upper Caee Only from the 
Handwriting sheet in Preferences when 
you're finished with Customization. On this 
sheet you can also adjust the character 
box shape and width to suit your natural 
writing style. 



WRITING IN THE NOTEBOOK 

CUSTOMIZING YOUR HANDWRITING 

You may find that the size of the box isn't the right size for your writing style. 
To learn how to set the size of the boxes so that you can write easily within 
them, read "Choosing a Writing Pad Style" in this chapter. 

If you choose a larger box size, you may need to scroll the page to bring the 
areas off the screen into view. Flick up I on the page to bring the bottom of the 
page into view; flick down | to bring the top of the page into view. To find out 
more details about scrolling, read "Scrolling Documents" in chapter 5 
(Creating and Using Documents). 
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Handwriting Customization for "Elena" 
JjDVverCase Set1 Sentence 1 of 5 



Fresh I y 

s q u e e z e d 

r a n g e j u i c e 



W I 



W ( I 



an excel I en t 



b r e a k 1 a s t 



r e 



^:, (.: 



ct :S 4: V 



PenPoint highlights letters that it 
doesn't recognize. 



LEG END ■ White baol^Qro und - teo^gnisedi^ra Lig ht g ray 

bacl<arbijnd = adjusted a letter shape. IDarkgray backgrou nd: = v 
learned a new lettershape.: Tap "f^lest" nowtb go on to the ne?^t: 



A light gray highlight indicates that 
PenPoint modified an existing 
shape. 

A dark gray highlight means that 
PenPoint learned a new shape for 
the letter. 



Help Piefero noes Tools State nery Diste Keyboaid Insfc 



Tap Next to proceed to the next 
practice sentence. 

After completing the sentences in 
the set, tap Exit to return to the 
main menu. 



If at any time you find that PenPoint mistranslates a few specific characters, you 
can brush up on those characters with the Individual Character customization. 



If you want to c^uit Customization in 
the middle, tap Exit, then tap Exit 
Handwriting Customization to return 
to the Notebook Table of Contents. To 
resume Customization, tap Tools to 
open it, and then tap the JHandwritin^ 
Customization icon. 
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USING PENPOINT 

CUSTOMIZING YOUR HANDWRITING 



Analjyzing Your ?x'oq^re'de> 



When you complete a set of sentences or letters, PenPoint displays a status 
report. Below each category you'll find recommendations about whether or not 
it would be useful for you to continue to work on sentences or individual 
characters. 



Handwriting Customization for "Elena" 

Customization Status 
Report 



LDvver 
Case 



Upper 
Case 



Nums & 
Symbols 



Sets recommended 
Sets completed 



Successfully recognized: 
first session 70-75% 

lasts sentences 80-85% 



This profile: 

new letter shapes learned 31 
letter shapes adjusted 59 

Lasts sentences: 



new letter shapes learned 5 
lette r s h apes adj usted 1 9 








_, ,. ,, 


attention y ^ 











Recommendation 



Further Further Further 

training training training 

will be will be will be 

helpful, helpful, helpful. 



NEXT- 



(\] Lower 
(T5 Upper I 



ir Case Set 
Case Set 
(_) Numerals and Symbols Set 
( I Individual Characters 
\_J Exit Handwriting Customization 



^ 9 



Tap to choose another set or tap the 
Exit Handwriting Customization 

button. 



Help PreferBnces Tools Statbneiy Disks Keyboard Installer In Out 



If you end the customization session before completing it, PenPoint remembers 
the statistics from your previous session when you resume it. 

You can end a customization set at any time by tapping the Exit button. If you 
exit before finishing the set, you'll start with the first sentence of the set when 
you resume. (The PenPoint operating system displays new text for you to copy 
when you begin the set again.) 



WRITING IN THE NOTEBOOK 

CUSTOMIZING YOUR HANDWRITING 141 



Acccpmmodating Multiple Usars 



If you're sharing your Notebook with others, each of you can create your own 
handwriting profile. 

The first person who uses the Notebook creates a profile by renaming the 
standard one in Handwriting Customization. After that, you'll find a copy of 
the standard profile — which you can customize and rename — in the Installer. 
When you switch users you activate your individual profile from the Installer. 

You'll find a further explanation on how to create, backup, and rename profiles 
in chapter 4, Installing Applications and Devices. 
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CHAPTER 7 



Editing and 
Formatting Text 
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USING PENPOINT 




Sometimes the object of your commands is obvious. For example, to delete a 
single word you draw a cross out X over it. At other times, you need to tell the 
PenPoint™ operating system what to act upon by first selecting it. For example, 
to delete several lines of text, you first need to select them. 



Our bottles should be able to mthstaiwkjiie impact from a 
tricycle poTrered by a three year old. i^jt four bottles of 
our new salsa broke., spilling tiieir contents all over the 
floor, 



Tap to select a single character. 



Our bottles should be able to Vvittistand tJie impaci^from a 
tricycle povfered by a tJiree year old. But four b«raes of 
our new salsa broke., spilling their contente all over the 
floor, 



Double tap to select a word. 



Our bottles should be able to i^dthstand the impact from a 
tricycle powered by a three year old. ^fk four bottles of 
oui" new^alsa broke, spilling tjheir coateits alJorer the 
floor. 



Triple tap to select a sentence. 



Oufbottles-.should be ai?te to withstftngybe impact from a 
tricycle ^OYmmi by a three yeairold. iptfburfc.ottles of 
our new salsa broke, sptilifig their contents alloTer the 
floor. ■ 



Quadruple tap to select a paragraph. 



To select the entire document, chooee 
Select All from the Edit menu. 



EDITING AND FORMATTING TEXT 

SELECTING TEXT 

You can specify how much text is selected with two other gestures: brackets [ ], 
and press f and drag. 



Our bottles should be able to v/itlistandiijlae impact from a 
tricycle povrered by a three year old. B|a tjfou » b ottles of 
our new salsa broke., spilling their contents all over tJie 

"'^'^^' Our botdes should be able to Y^dtlustand tl:ie impact from a 

tricycle powered by a tJiree year old, But four botdes of 
our new salsa broke., spilling their contents all over the 
floor, 



Press ^ on a character until you see 
the insertion point — ^you'll see a 
vertical line where you pressed — 
and then drag to select the text. You 
end the selection by lifting the pen. 
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Our botdes should be able to withstand die impact from a 
tricycle po^TCred by a diree year old,feutfour botdes of 
our neyf salsa broke j spillingldieir contents all over the 

^^^' Our botdes should be able to vridistand die impact from a 

tricycle powered by a ti^ree year old. But four botdas of 
ournew salsa tokje., spillkg their contents all oyer die 
floor, 



Or, draw a left bracket [ and then a 
right bracket ] to select enclosed 
text. (Drawing a bracket anywhere 
on the word selects the whole word.) 



Our botdes should be able to widistand the impact from a 
tricycle poyrered by a tJiree year old. But four bottles of 
our trew salsa brok|, spilling dieir contents all oyer tie 

"°'^'^^'' CXir botdes should be able to y^ddistaiid die impact from a 

tricycle powered by a three year old. But four bottles of 
our a^w salsa broke j spilling dieir contents all oyer the 
floor. 



Redraw either bracket to adjust the 
selection. 



Selecting the text by pressing and dragging works best when you want to define 
a selection that begins or ends with an individual character. The brackets are 
more efficient when you're working with whole words. They also let you scroll 
to another part of the document before completing the selection. 

When you redraw a bracket to shorten the selection, you can redraw it on a 
character. This is useful, for example, when you want to select text without the 
comma, period, or other punctuation that follows it. 



To deeelecta eo\ecX^\ov\,tay it. 



USING PENPOINT 
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Once the PenPoint operating system has translated your handwriting into text, 
you can change the text directly on the page, or correct or replace the text in an 
edit pad. Make corrections in the edit pad when only a few characters need to 
be corrected. Use the replace gesture -e^ when it's easier to rewrite the text than 
edit it or when you want to replace it with new text. 



Styling and formatting text are covered 
later in this chapter. 



EDITING AND FORMATTING TEXT 

EDITING TEXT 




ng Tsxt 



To add text to a document, you use the writing pad that best accommodates the 
amount of text you want to add. 
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SMNEWPRD 
Do c u me rrt Ed it Insert C ase Fo rrn at 



7> 



Southwestern cxuxj sauce 

This is essentially a barbecue sauce. You'd spfead tliis 
curry sauce over vegetables as you grill them. 



To add one character, draw an 
insert character gesture p and write 
in the pad that appears. 

PenPoint translates your writing 
when you lift the pen away from 
the screen. 



Eggplant dip 

(We'll heed a catchy nail 
babaganoush I think it vi 
shelf stdia:ge, 



iir^ !■ ■ ■■ ;, ,- 

f loir 



vie 



I 

J 



liiliBBIIilBilliBliSlilill 



,Sputhwestern.;cuti7::;sai^^ 
ThiS'iSv^ssentiyiy :^:a 
cutry:sa:uGe oyer yegetables'a^ 



To insert one or more words, use a 
pop-up pad. To get one, draw a 
caret /\. 

Tap OK to translate your writing in 
the pad; tap OK again to transfer it 
to the page. 



Dick -- 1 "vyas fiddling around: with; some old 

came up -mthsome vmys we: might niarket eggplant 



which is a good stable yegetable,^/;.::: 








\lft'l:M'i&h^^^^^^ 


'^■iMiM 


■■":■:;■•:■:■■■ 


b^hr^^M'^Mk :1jiIji 1: dl JJM, 


.MjlMl. 


'[■■■(■■■'■•■: 


f-v [e1'..;slii;vi/^t'e.'f-:1.i 


'■.»li;1',:-i::C::; 


■mk: 


\Wl:Mi'W::l:1^W^^ 


MM^^^^Si, 


-nM:% 


vMmM-':Mr^MI'^^^^^^^^^ 


WiM-m 


mM 


1 ■■■:■..:■:■:■:. t.^.:.':'^ ■.■""-. ■■ ■■■■---■■.::■.■■:.■■.:-. ■ ■■.'^^•■--' ■^■■ — ■.-:. ■-■......:'"''"-■■-.■■.-... :. :' -.T-./.-.v......:...' 1 



l^et'tteliii'^'I'vvhatyS^^^^^ 



To add several lines of text, use an 
embedded pad. To get one, draw a 
caret tap /\ . 

Tap OK to translate your writing in 
the pad; tap OK again to transfer it 
to the page. 

■*■ If you want to close it without 
translating what you've written, 
tap Cancel. 

PenPoint inserts the text where you 
drew the gesture to get the pad. 



You can find out more about how to use writing pads in chapter 6, Writing in 
the Notebook. 
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USING PENPOINT 

EDITING TEXT 




The delete gestures operate directly on a character, word, or a selection. 



Can you^ design a elightw'eight, recyclable j 8 02, plastic 
botde that won't break under moderate impact? I'll be 
travelling nest week, but you can faK me suggested 
proposals at 4 15/ 345-9833. 



Draw a vertical pigtail '^ to delete a 
single character. 

Draw a cross out X to delete the 
word or selection beneath the 
gesture. 

^ Or, scratch it out '=*=- . 




nsai^-ting 5pacee in Taxt 



This is our agreement concerning your inyolyement|n a 
new bottle design for New World Foods , Inc, 



To add a single space, draw an 
insert space gesture |_ . 

Repeat this gesture to add more 
spaces. 



EDITING AND FORMATTING TEXT 

EDITING TEXT 




Edit ng Taxt in Edit ?ade 



If the text you want to change contains several mistranslated letters, you might 
fmd it easier to change the text in an edit pad. 

1 To edit a word, draw a circle o 
over it. 



New Product Ideas 
Document Edit Inse.rt Qasft En rmaf 

Dick -- 

I vras fiddling arout 

recipes tiie otiier da 

might tr)'' to market ' jg i giu iii iMn 




•;.4:. 



zirjlr's old 
pell Iral ^^'ays we 
Jfe table 
es "\^-ell in 
to 



vegetable, It's quite sj^p to' grow and itsu; 
coUdstoraaage, and various preparations of itsei 
hold up well on the snelt I think these new produ' 
might be especiall)^ popular in the Southvv'est and in 
CkHfornia vfhere liiey're rediscovering vegetables, Letniu 
know Vf hat you think. -- Enrique 



Dick --: ■ ' 
1 :W^S:;;fiddling aroui" 
recipes the; other da 
might'tjj'itp market 
vegetable,: It's quite 
cplldstoraaage, and- 
hold up: well on the 



she If 



^Id :. :: 

ivayswel 
vrellin 



|, I think these new products 
rnight%; especially popular in: the S 
G^^lifornia where they 'r^^r^ 
know v#iat ycu think^:-- Endque: r 




coii<:^>caaage, and various preparations of it seem to 
hold up -svell on the shelf I think these tievr products 
might be especially popular in the Southwest and in 
California where liiey're rediscovering vegetables. Let me 
know what you think, -- Enrique 



^ To edit more than a single word, 
select the text and then draw the 
circle o over the selection. An 
edit pad opens with your 
selection in it. 

2 You can edit the word or words in 
several different ways: 

■*■ Write the correct letters over the 
incorrect ones. 



Clear the pad by tapping Clear 
and then write in new text. 



^ Edit the text with: 

a vertical pigtail 7 to delete a 
single character. 

a horizontal line — to delete a 
series of letters. 

an insert space gesture j_^ to 
insert one or more spaces 
(the length of the horizontal 
stroke at the bottom determines 
the number of spaces) . 



3 Tap OK to replace the text. 

^ To dismiss the edit pad without 
translating your printing, tap 
Cancel. 



If you need more room to write, resize the edit pad by dragging its corner 
handle. (Resizing pads is explained in chapter 2, Fundamentals.) 
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To replace a \Nord\ Dvaw the replace 
gesture -^ over' the word to display an 
empty edit pad; write m the new word, tap 
OK, and if the word is correct, tap OK 
again. FenFo'mt rep\acee the original word 
with the new one. 



USING PENPOINT 
150 EDITINGTEXT 

Editing Text in Labels and Document Titles 

Edit labels and document titles the same way you do text in documents: draw a 
circle o over the text and change it in the edit pad. 

Use the edit pad to edit: 

■ Tab, icon, and hyperlink labels 

■ Document and section titles in the Notebook Table of Contents 

■ Titles in the document title line. 



Editing Text in Fields 



You can also change text written in fields on forms, option sheets, and lists. To 
change text in fields, edit it in the edit pad or change it directly on the page. 

To use the edit pad: 

■ Tap the text in the field or draw a circle c over it to put the text in an 
edit pad. 

■ Edit the text using the vertical pigtail 7 , horizontal line — , and insert space 
gestures |_ . 





Standard Order Form 




4 


Sales Rep.: 
Customer: 


l^i^kLee 






^ Continuing 


Name: 
Address: 


Hev^'orld /\ 






igaiKPalmBhi!.! 


Los|\:i^les 


State: ► CA 


Zip: \^0Q\?>6 






Phone: 


:2 :1 ^3 ■ / ^5 Is ^5 


- 1 1 


1 1 


Quantity Oiders 






J " Muscles Marinara 




1 



You can edit the text in a fill-in field 
(a field that looks like a line) directly on 
the page. 

To delete the contents of the field, 
cross it out X or scratch it out -a«^. 



To add text, draw a caret 



A- 



To edit the text directly, draw a 
vertical pigtail ^ to delete a single 
character. 

To add a space, draw an insert space 
gesture |_ . Repeat this gesture to 
add more spaces. 



EDITING AND FORMATTING TEXT 

EDITING TEXT 



state: ► CA Zip: 9 3 6 

Phone: 2 13/555-121 



Quantity Oideis 

■ ™ J y ■ Muscles Marinara 

' Oj,,y .; cBarlic Bomb 

i~.L-l-^^ ' CuriY Sauce 

iMj 3.J Loco Coconut Sauce 

L".j,,a-J Fish's Friend Marinade 

1,0:1. J ' Outstanding in the Field (Beef Barbecue) 

"-^ Mellow Yellow beffion Sauce 



You can also change the text in a field 
with boxes (an overwrite field) directly 
on the page. 



To change text by overwriting, write 
the correct character over the 
incorrect one. 

To delete a single character, draw a 
vertical pigtail ^ . 

^ To delete several characters, draw 
a horizontal line or a scratch out 
r=t:- through the characters you 
want to delete. 

To add one or more spaces, draw an 
insert space gesture |_ (the length of 
the horizontal stroke at the bottom 
determines the number of spaces) . 
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Help Pfeiieiences: Tool? statelier^' Dfefe Ke^feati JhsteJler . In ::0:«t 



Sometimes it's more convenient to copy text from the document to a fill-in 
field. For example, you might copy text from a document to the Find field on 
the Find dialog sheet. To do this, select the text to copy, and then tap press ,f 
and drag the text to the field. 

If you find it easier to use the software keyboard to add text: 

■ Tap the keyboard located on the Bookshelf or in Tools. 

■ Press f to tell the PenPoint operating system where to enter the text. (If 
you've set keyboard as the Primary Input on the Pen sheet in Preferences, 
then tap to set an insertion point). 

■ Type in the text. 



USING PENPOINT 
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You can move or copy text within a document or to anotlier document by 
using gestures or by choosing the appropriate command from the Edit menu. 
For example, you can rearrange the order of an itemized Hst by moving the 
paragraphs, or you can copy text you want to use again from one document to 
another one. 




ng Text 



CONTRACT <.7: 

Do c u me nt Ed it I nse rt C ase Fo rrn at 

Dear Ms, Huerta ; 

This is our agreement concerning your involvement in a 
new bottle design for New World FoodSj Inc, 

1 , You agree to supply design services and technical 
dravrings to New World, The designs and drav,angs 
become tJie property' of Nev/ World upon payment for 
your sernces. 



im 



'by'aad.'yo.ur.assisfents at;EastP.ak Design, am. notand 
sill'tiotbe employees'oB New Worid Foods, tiic, thisis a 
ontractfor services for liiis, . 

■. Your cost estimates must be submitted in advance 
very week and approved by Richard Hopkins before 
■ou continue work, 

■, New World will pay each invoice from an approved 
stimate within thirt;?- (30) days. 



To move text: 



S'.Jf.X'C'ur design prove; 



r 




1 , You agree to supply design services and technical 
drav^ings to New World, The designs and dramngs 
become the property of New World upon payment for 
your services, 

3, Your cost estimates must be submitted in advance 
ever/ vreek and approved by Richard Hopkins before 
you continue work, 

4, New World will pay each invoice from an approved 
estimate within thirty (30) days, 

"2/ You an,d your assistants atPastPak Design are not and 
will ao.tbe' employees of New %hM Fbpds, Inc, This is a 
contact for services for hire. 



1 Select the text you want to move. 

2 Press ^ your pen on the selection 
and hold it there until you see a 
single marquee surrounding the text 
(or a portion of it, if the selection is 
longer than a few words). 

3 Drag the text to a new location in 
the document. 

To accurately position the text 
you're moving or copying, lift the 
pen where you want the text to go: 
between words, sentences, or 
paragraphs. To cancel a move or 
copy, tap anywhere on the page 
before dragging the text. 



5, If your design proves to be inadequate to withstand tiie 



EDITING AND FORMATTING TEXT 

MOVING AND COPYING TEXT 153 




You copy text almost the same way you move it. To copy text: 

■ Select the text. 

■ Tap the selection and then touch the pen to the screen again and hold 
it until you see the double marquee surrounding the text. This is the 
tap press ,f gesture. 

■ Drag the copied text to its new location. 

If you find it easier to use the menu commands, select the text, choose Copy 
firom the Edit menu, and then drag the marquee to its destination. 

You can also move or copy text to a part of the document that's not currently 
displayed or to another page. To do so: 

■ Select the text. 

■ Press f on the text until you see the marquee if you're moving it; 
tap press ,f until you see the double marquee if you're copying it. 

■ Scroll to another location, or turn to another page (the text in the marquee 
floats above the new location). 

■ Drag the text to its destination. 
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USING PENPOINT 





You can change the appearance of text by using gestures or the text option 
sheets to: 

■ change the text style to bold, italics, or underlined 

■ choose a different font (the typeface) or point size 

■ change cases, for example to turn upper case words into lower case. 

ng Text Directly 



You use gestures to style text directly on the page. If you select a range of text, 
the gesture applies to the selection; otherwise, it applies to the word that lies 
beneath the gesture. 



To restore the text to its previous style, 
draw the same gesture again oy\ the word 
or selection. 



EDITING AND FORMATTING TEXT 

STYLING TEXT 
To style text Gesture Result 
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3 to bold the text 



Soutliwestem cJSn'' sauce 



Southwestern curry sauce 



I to italicize it 



SoutJiwestEm cu^ sauce 



SoutJi western amy sauce 



U to underline the text 



Souttiwestem ciMy sauce 



Southwestern curry sauce 



N restores the text to its normal 
settings by removing styles such 
as bold type, italics, and 
underlining. 



Southwestern cifcl? sauce 



Southwestern curry sauce 



To increase the size of the 
characters by 2 points — the next 
available size on the font option 
menu — draw an arrow up f . 



Southfi'e.stern mrj sauce 



Southwestern curn' sauce 



To decrease the size of the 
characters by 2 points, draw an 
arrow downi. 



Southwesterii ::Girry sauce 



:Sou4^stem GUffy sauce 



To change the text to upper case, 
draw a — Jl . 



Soutliwestem oss'f sauce 






To convert the text to lower case, 
draw a --] . 






Southwestern curry satiee 



To change the text to initial 
capitals, draw a — ' . 



; Southwesfem: (say sauce; 



Southwestern ;Curry sauce 



In MiniText documents, you can also change the case by selecting the text and 
then choosing the appropriate case from the Case menu. 



I For more information about how to dra\N 
I these gestures, see chapter 5, Drawing 
I Gestures. 
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STYLING TEXT 



Styli 



ng Text with Text Option Sheete 



When you want to make several changes to a document or a range of text, you 
might find it more convenient to use the Character option sheet. 



Eggplant dip 

(W«llo«;0|-.;a-,ca!iii^}^iiajBe fo^cthis;) This is a yariation 
babaganoush I think it will stand up well to long-term 
shelf storage 

Text Options ► Character 

Southwestern cimy sauc 

This is essentially a barbec 
curvf sauce over vegetable; 



Eggplant paste 

This needs a good name, b 
It's eggplant puree mixed y 
to use in sauces, casseroles 
paste. I think this is our chs 



Font: 
Ske: 
Styb: 



Roman (URW) 
12 
Ic 



Small Caps 
Strike -thru 
Uiklerline 
hisavy Underline 
Hidden 



^pM"'"Ap'!K5'lS?®®1'-' ^te^e: 




1 Select the text to style and draw a 
check \/ over the selection. 

^ If the Character option sheet isn't 
displayed, tap the arrow in the 
title line of the option sheet to see 
the list of option sheets, and tap 
Character. 

2 Tap f to select an option. 

^ Some options present several 
further choices. These appear on 
pop-up lists. 

3 Tap f Apply & Close. 



Ptefeences Tools Statbriery Disks Keyboard Installer 



You can also display the text option sheets by selecting text and choosing 
Options from the Edit menu. 

When you display the text option sheets, the check marks next to the options 
that apply to the current selection are dimmed. Check marks for your new 
choices are dark (if you deselect an option, the line next to the option turns 
dark). This enables you to easily see which new attributes you're applying to a 
selection that contains several different styles. When you tap Apply, PenPoint 
applies only the new choices. 



EDITING AND FORMATTING TEXT 



Formatting Text 
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You can change the placement of text on the page by setting paragraph 
options. For example, you can indent a paragraph or center a title. 



CONTRACT 
Document Edit insert Case Format 

Dear rvkJiiie,t!Bj 



Text Options ► Paragraph 
This is I 
newboi Alignment: ♦'' != I* 



tin a 



l.Youi 



m 



..ai,.,ii.:,ii in 



Line Heiglift: 



jroursq Between Unes: ii]Ll.,_fl.iiI. in 



2. You j : ; ; ; ; ibtajad 

wilinotl 1st Line Offset: LCLL^„.ijQ Qj in. Ijhisisa 

coatfacl 




3. YottlJ ^^ Margin: 

you cotf a.*., . 

\ Righft Maigin: 






|e 
pre 



estimat^ Space Before: \Sll.^J.Q.lS}..^- j^ 

- Tr 1 
D. If yo| 

stresses! Space After 

it, you 1 

World f 

not hold you liable- for any losses incutted once we hare ■ 
approved the design and started production, 



signacopyoftl:.j3^^^j^3_H,^^^, 





This is our agreement concerning your involvement in a 
new bottle design for New World Foods, Inc, 



1, You agree to supply design services and- 
clinical drawings to Nevf World. The designs 
and drawings become the property of- New 
World upon payment fot-your,sen,''ices. 



2. Yourcost estimates must be submitted in 
advance every v^?eek and approved by Richard 
Hopkins before you continue work. 

3. New World mil pay each invoice from an 
approved estimsite wi^in thirty(305 days, 

4. You and your assistemts atFastPak Design are 
not and -will not be employees of New World 
Foods, Inc. This is a contractfor services for 



1 Select the text to format and draw a 
check \/ over the selection. 

^ If the Paragraph option sheet isn't 
displayed, tap the arrow on the 
title line and choose Paragraph. 

2 Write in the number of inches for 
the Right and Left Margin. (This 
specifies how much the text will be 
indented from the document page 
margin, not from the edge of the 
page itself) 

^ Set the document page margins 
with the Print Setup command 
on the Document menu. 

3 Tap Apply & Close. 

You can also change the alignment 
of the margins and center text 
within the margins. For details, see 
"Positioning Text" later in this 
chapter. 



5. If your design proves to be inadequate tD 
wiiiistmnd the stresses,. heat, and shock for which. 
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FORMATTING TEXT 




Chai^ging Une Spacing 



You change line spacing and paragraph spacing on the Paragraph option sheet. 



Docum^ 

Dear H ^iignmerrt: 

We ne^ uns Height: 

condimj 



Text Options ► Paragraph 






Recentj- Between Lines: UQLJ_^Jiliil.i in, 
his son I 1st Une Offset: \JJ.A.^JJiJ..lSL. 



1 Left Marain: 

tncjclel 

our nefl 

floor. 1 Right Maigin: 

The es^ 

j Space Belbie: 

Can yo| 
botdell 
traveUiii SP«» After 






^^^ 



fang 
raete 



proposs ^Applyj ,t'M^.2!^l 9£!2J 



1 Select the text to format and draw a 
check \/ over the selection. 

^ If the Paragraph option sheet isn't 
displayed, tap the arrow on the 
title line and choose Paragraph. 

2 You can alter the line spacing in 
several ways: 

^ Increase the Line Height when 
you have several fonts on a line 
and want more space around the 
letters. 

^ Change the spacing Between 
Lines by writing an amount in 
inches. 

^ Indent the first line of each 
paragraph by writing an amount 
in inches for the 1st Line Offset. 

^ Change the spacing between 
paragraphs by adding Space 
Before the first line of the 
paragraph or Space After the last 
line. 

3 Tap Apply & Close. 



Use the line spacing offset to adjust the spacing around an embedded document 
so it isn't flush against the preceding text and, similarly, to add more space to a 
line if a font you've chosen looks crowded. To add space between the top of a 
document and the first paragraph, change the line spacing before the first line. 



EDITING AND FORMATTING TEXT 

FORMATTING TEXT 
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Positioning Text 



You change the placement of text on the page by selecting the appropriate 
Alignment option on the Paragraph option sheet. 



Docume 

DearM ^lignraerrt: 

We ne^ y^^ HB«hl: 

condii 



TextOptions ► Paragraph 



aiuxiij 



Between Unes: Lft 



QiiU 



Olff 



,,0«| 1«* una Offset: LiH^JiUQJ 

LCLi^laiOj 



tiicyclel l^W«^'"^ 
our ne^ 



floor, 



mi&ht Maigin: 



LiLLJ,„QJiL^ 



The exi 

^ I Spac^eBefoie: 

Lanyo! 
botdetl 

propos^ 



UlLJilliLi 



mg 



sin a 
of 



in. !■ 



sty!- "Apfsly &*Cftote! OaseJ 



1 Select the text to format and draw a 
check s/ over the selection. 

-*■ If the Paragraph option sheet isn't 
displayed, tap the arrow on the 
title line and choose Paragraph. 

2 Tap to choose an Alignment: 

^ Align the text flush left. 

^ Center the text. 

^ Align the text flush right. 

^ Align the text evenly on both 
margins. 



3 Tap Apply & Close. 
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FORMATTING TEXT 




Settling Tab Stops 



You specify the position of tabs on the Tab Stops option sheet and set tabs 
directly on the page. 



inventory 

Document Ed'rt Insert Case Format 

CUSTOMER STATUS REPC^T 

Text Options ► Tab Slops 



;3 > 



CUST 



PRODOCT LJ Tab Stop 1 



WHOLE FOODS 

XO Warlriar a ~ ■" " ■ ;■ _ 

€0 .lieilassr.Ti&llfew | 
TOTAL 




1 Select the text and draw a check s/ 
over the selection to see the option 
sheets. 

^ If the Tab Stops sheet isn't 
displayed, tap the arrow in the 
title line and choose Tab Stops 
from the list. 

2 Write a number in inches for each 
tab stop. To change the current tab 
stop, write a new number over the 
existing one. 

3 Draw a caret /\ to insert a new tab 
stop. 

^ Draw a cross out y to delete a tab 
stop. 



4 Tap Apply & Close. 



UNCLE BOB'S GROCERY 

20 Garlic Bcsmb 130 lOSflBO 



To insert a tab on a page, draw an 
insert tab gesture |_ before the text 
you want to indeiTF. PenPoint sets 
the tab stops based on the amounts 
you entered in the Tab Stops option 
sheet. 



In MiniText documents, you can also insert a tab on a page by setting an 
insertion point — press f to set it — and then choosing Tab from the Insert 



menu. 



EDITING AND FORMATTING TEXT 

FORMATTING TEXT 



Starting a Naw Lina, Paragraph, ov Paga 



By using a gesture or equivalent menu command you can start a new line, 
paragraph, or page. You might start a new line to add blank lines or to split an 
item on a list into two items. When you start a new paragraph, PenPoint 
applies the current paragraph formatting options to it, such as the amount to 
indent the first line. 
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Package Design Letter 
Document &lit Insert Case Format 

Ms. Elena Huerta 

FastPak Design|3535 Mission St 

Houston TX 45321 

RE ; NeviT package design 



Dear Ms. Hueite. ; 

We need a new design for the plastic bottles for our 
conditnentej Recentij^ an executive of a supermarket 
chain todO bos of our samples home in order to trf 
them before ordering our line. He briefly left the boK on 
the kitehen floor where his son ran into it with a tricycle. 



To insert a paragraph break and 
make a new paragraph, draw an 
insert paragraph gesture_j . 



To insert a line break and start a 
new line, draw an insert new line 
gesture^ . 



In MiniText documents, you can also start a new line or paragraph by tapping 
to select a location and then choosing the appropriate command fi-om the 
Insert menu. 

To add a page break to a MiniText document: 

■ Press \ to set the insertion point (or tap y if you've set keyboard as the 
Primary Input on the Pen Preference sheet). 

■ Choose Page Break from the Insert menu. 



USING PENPOINT 
162 FORMATTINGTEXT 



Cop;y|ing a Format or Style 



Sometimes you may want to apply the same format or style to a different 
selection. For example, you might copy the format of a section title in the 
beginning of a report to a title that appears later in the report. To copy a 
format or style: 

■ Select the text which has the format or style you want to copy. 

■ Draw a check v^ to display its option sheet. 

■ Turn to the option sheet that has the formats you want to copy. For 
example, to apply the character styles you used in the heading, turn to the 
Character option sheet. 

■ Scroll to the part of the document, that contains the text you want to 
format. 

■ Select the text. 

■ Tap Apply. 

You can copy formats and styles of objects as well as text. For example, in a 
drawing of a floor plan you might want to change the pen width and fill 
pattern you're using for windows to match the one you used on a previous 
drawing. 



EDITING AND FORMATTING TEXT 
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Viawlng Text 



The View options change the page display. With these options you can increase 
or decrease the magnification and show hidden text or symbols that tell you 
how the text is formatted. 

You display the View option sheet in the usual way: draw a check v/ on the 
text, tap the arrow at the top of the sheet to see the list, tap View, and then 
choose the appropriate options. When you apply the View options, they apply 
to the whole document rather than a selection. 



CONTRACT s'21 

Document Edit insert Case Format 

f 

Dear Ms, Huerta;^ 
1 ^ 

This is our agreement! 

new botde design for: 

1 I Show Special 

1, You agree to suppl) Characteis: . 

drawings to Nevf Worlcj ShowHiddenTeKt: ► "i'E 

become the properly of] 

your services,! ^^^y\ Appl^& Close! C\m&\ 




2. Your costestimatEs must be submitted in advance 
every week and approved by Richard Hopkins before 
you continue work, Make sxire !;h?;tMaBcr sees these 1 
1 

3, Nevf World will p>ay each invoice from an approved 
estimate within thiriy (30) days, f 



Tap Yes from the Show Special 
Characters pop-up menu to show 
symbols on the screen, such as: 

^ line breaks 

^ paragraph marks. 

Tap Yes from the Show Hidden 
Text pop-up menu to show text 
that you hid with the Hidden 
option on the Character option 
sheet. 



To hide text, use the Character option sheet; to view or print it, use the View 
option sheet. For example, to add to a document notes or comments that you 
don't want to show or print, select the text and choose Hidden from the 
Character option sheet. To view or print that text, choose Show Hidden Text 
from the View option sheet. 
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VIEWING TEXT 




Mag|iifVii^g "tha Text 



You can increase the size of the text by magnifying it. When you magnify text, 
the letters become bigger without increasing their font size. That makes it easier 
to work with the document on screen without changing how it will look when 
it's printed. 

To magnify text: 

■ Draw a s/ on a word to display the text option sheets 

■ Tap the option name to select the View sheet if it's not displayed 

■ Tap to see the different magnification amounts and tap to select a 
magnification size. 

Before printing a document, you may want to see what it will look like when 
it's printed. To preview it: 



Document Edit Insert Case F«'rt)8i- 



Package Design Letter 

r F*finter 



ion 



Fdi 

For Screen 



Ms. EtenaHufirta 
FastPals. Design 
3535]vfissiDnSt. 
Hoiistoii'r>[ 453(21 

P E: Mev fecka@e dfis%ii 



DesiUls.ll-aecte.: 

Wij need a rtev design for the plastic bottles iot ouf condiinents. 

P ecently, an executLiie of a supetmarltet chcdn took a box of our samples hoit 
before oidfiring oui' line. He Tafefly left the box on ttie Mtdien floor whem hk 
tric3?cle. 



Choose For Printer from the 
Format menu to see how the page 
will look when it's printed. 

^ If you've set margins that are 
wider than the PenPoint 
computer screen, draw a flick 
left to scroll to the part of the 
document that's off the screen. 



Package Design Letter 
Document Edit Insert Case 'Fiimlat- 



ForPriUer ^ ^orld Foods f 
ForS*feen JlPalmBlyd. '^ 



Los Aiigelesj CA 90036 
Febraary 17, 1991 



Ms, Elena Huerta 
FastPak Design 
3535 Mission St 
Houston TX 45321 

RE ; New package design 



Dear Ms, Huerta; 



We need a new design for tlae plastic botties for our 
condiments, 



Choose For Screen to see the page 
as it usually appears on the screen. 



EDITING AND FORMATTING TEXT 



Checking Your Spelling 
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You can check the spelling of anything you've written in the notebook. For 
example, in a document you can check the spelling of a single word, selected 
text, or the entire document. 

When you check the spelling of a document or selection, the spell dialog shows 
each misspelled word in an edit pad. If you don't find the correct word among 
the alternatives, you can correct it in the edit pad using the editing gestures 
described in "Editing Text in Edit Pads" in this chapter. Or, you can write a 
new word over the old one. 



Nev/ Pro dgpt Ideas 
Document Edit Insert Case Format 



:4> 



Dick -- 

I was fiddling around with some of my mother's old 
recipes tJie otiier day and I came up Ynih. seyeral ways we 
might try to market eggplant which is a good st9.ble 
Tegetable. It's cheap to grow and itsurrives well in cMo 
storage, and Yatious pre parations of it seem to hold up 
■vrell on the shelf. I think 



especially popular in the 
where they're rediscoTei 
what you think. -- Enriq' 



Eg^lant dip 

(We'll need a catchy nai 
babaganoush that I thini 
shelf storage, It involves 
can do in bulk) and then 
lemon, olive oil and spic 



/ 



Spell 



cbt cbck 
coda coH 
clad code cbddy 
cfog cod coMlly 



Pe'^jac&|-.~ ,%^;i»;|v -QS§^t'l| 



mmmimmmmr^ifmmmimmmmnm 



problems with tiie oil separating out to the top of the jar, 
which is very unappetizing, but I'm sure we can find a 
binding agent to solve this. 



1 To check the spelling of an entire 
document, draw an 6 on the title 
line or choose Spell from the Edit 
menu. 

^ To check a word or part of a 
document, select the text and 
draw an 6 over the selection. 

PenPoint displays the Spell dialog 
and puts the first misspelled word it 
finds in the edit pad. 

2 Tap f on an alternate word. 

PenPoint substitutes the correctly 
spelled word and continues 
checking the text. 

Tap Ignore to skip a word without 
correcting it and continue checking. 

3 At any time you can tap f Cancel 

to close the spelling checker. 



You can check the spelling of a document from any point forward by drawing 
an 6 there. (Before drawing the gesture, deselect any selected text by tapping it, 
or the PenPoint operating system will check the spelling of the selected text.) 

Sometimes it's easier to edit the word in the edit pad than to find its alternative 
in the list. For example, you might be able to correct a word by deleting a single 
character. Then tap y Replace to transfer the edited word to the page and 
continue checking. 

If the word you want isn't on the list, you might find it in a list of further 
alternatives. Double tap .f any alternate word to display more alternatives. The 
alternate word you tapped goes into the edit pad. 
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USING PENPOINT 

CHECKING YOUR SPELLING 




ng a \Novd to the Dictionary 



PenPoint refers to the 77,000 word Proximity/Merriam- Webster Linguibase 
when it translates your writing and checks your spelling. You can add words, 
such as company names or acronyms, to a separate personal dictionary so 
PenPoint will recognize them. You can add words to your personal dictionary 
from the spelling checker, from the proof sheet, or by writing them directly in 
the personal dictionary which is found in Tools. 

Each time you tap the OK button on the proof sheet or the Replace button on 
the spelling checker to accept the word, you automatically add it to your 
personal dictionary. 

To see the words you've added to the dictionary, open the personal dictionary 
in Tools. You can add to, delete, or edit the words there. 






Tools 



Clock Petsonal Dictionafy 

Handwrttirrg CustomEatbn Letter Ptactce 




1 Tap to open Tools. 

2 Tap to open the personal dictionary. 



Help Piefeiertces Took State neiy Disks Keyboaid Installer Ir* Out 



/ Personal Dictionan/ 

Elena 

Enrique 

Fabbm 

FastPak 

Hopkins 

Huerta 

P.E.T, 

Po iyethy lenetejep hth al ate 

Schv/artz 

babaganoush 



3 To view the list of words, flick the 
page or tap the scroll arrows. 

4 Delete a word by drawing a cross 
out X over it. 

^ To add a new word, draw a 
caret /\ and write in the new 
word. 

^ To edit words, draw a circle o to 
open an edit pad and make 
changes there. 



Read "Editing Text in Edit Pads" in this chapter to find out how to revise text 
in the edit pad. 



EDITING AND FORMATTING TEXT 



Adding your Signature to a Document 



In many kinds of documents you can add a signature to your correspondence 
with the signature pad. Whatever you write on this pad appears untranslated in 
the printed document, as if you had written it directly on the page. You'll need 
a graphics printer to be able to print your signature. 
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Document Edit 

Space 



P ac kage De s ig n Le tte r 
liiiii; Case Format 



;5> 



We need a new 
condiments 

Recently ; an ex 



Line Bteak 
Page Break 
Paragraph Bmak 
Pop-up Pad: 
Em Mdd ed Pad 



isiicbotJiesiGroiif 



of: 6uf;sairt{>ies •; ligjluliad' 

our line, :I|e brie 

his son rari:iiit& itmii a;M 



cmarketchain feoti a box 
|r:%em:t3e&:0t^^^ 
i'the kitchen Boor "Miece 



;Our:b©tt|es^sl^ 

't3^C:|oli:';|0'^l^^^ 

<)ur:^hew;|MspiEO^ 

•floor? \:/: = '-::'^-' ;:■•;: V 

;The?ekecMiY€fv^ 

G^njoii; design: a' :&gh :recp;tabiev:S02t:'f>laslio '''^ ; 
■boi^e::diat:: woff'tbrea^^^^^ '11 be^ - ; 

:tra?fellini;,next;i??weki^^^ 
fro|osals:^at;M5|3|i-|^ 

:Sincerely;;:':'-':'-^'::-^ 



Kichard?Hopkins: • : ;; ' ■■^' ^ 



1 To add a signature to a MiniText 
document, tap to select a location 
in the document. 

2 Choose Signature Pad from the 
Insert menu. 

^ If necessary, resize the pad by 
dragging the corner handle. 

3 Write your signature naturally, in 
whatever style you normally use 
within the borders of the signature 
pad. The borders won't be printed. 

^ To delete a signature pad, tap the 
space immediately above the pad 
to select it. Then choose Delete 
from the Edit menu. 

^ To move the pad, select the pad 
by tapping the space immediately 
above it, and then press and drag 
the signature pad to where you 
want it to go. 



Once you've added a signature to a document you can fax it or print it with a 
graphics printer. 



CHAPTER 8 



Finding and 
Replacing Text 



USING PENPOINT 
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The PenPoint™ operating system's Search command can find a specific word or 
phrase every time it appears in a document. If you wish, it will also replace it 
with different text. You can search an entire document or limit the scope of a 
search. 



^ fOIMTRACT <21 

Document Edit insert Case Format 

Dear Ms, Huertei: 

This is our agreement coaceming your inYoiYementin a 
new botde design for New World Foods^ Inc, 



l.You 
drawin 



Find & Replace !► Find 

Find: J^ejS_L„iJ1„ 
yoms^ status: 

2, Youlni^ 



m 



mmmf-r^cm^i 



you continue worE, 

3, New World will pay each, invoice from an approved 
estimate within thirty (30) days. 

4, Youand your assistant ■ at FastPak Design are^notand ■ ■ 
will not be employees of New World Foods, Inc. This is a 
conttact for services for hire, 



1 To search the whole document, 
draw an F on the title line (or, 
choose Find from the Edit menu) . 

You'll see the Find dialog sheet. 

2 Write in the text you want PenPoint 
to find. 

3 Tap Find to fmd the first 
occurrence of the text. 

Repeat this procedure until the 
message in the Status line tells you 
that the search is completed. 

4 At any point you can tap Close to 

close the sheet and end the search. 



If the Find field is filled in from the last time you searched the document, 
delete the text by drawing a cross out X on it and write in the new text. Or, 
tap f on the text to open an edit pad and change it there. Refer to "Editing 
Text in Fields" in chapter 7 (Editing and Formatting Text) for the details of 
editing text in fields. 

You can also search for text by copying the text from the document to the 
Find field: select the text, copy it with the tap press gesture ,f, and drag it to 
the Find field. 

If PenPoint can't find the text, you'll see the message Reached End in the 
Status line. 



FINDING AND REPLACING TEXT 



Replacing Text 
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Use the Find & Replace sheet when you want to replace the text you find with 
other text. 

At times you'll want to stop at each occurrence to decide whether to replace it. 
For example, if you're replacing a word with another one, you might want to 
check the usage in each sentence to make sure it's correct. In this case tap f 
Find and then Replace each time. 

If you want to replace all occurrences of a word automatically throughout the 
document, tap Replace All. For example, if you're revising a contract for a new 
client, you can substitute the current client's name for the old one. 



7 COffPRACT <21 > 

Document Edit Insert Case Format 

DearMs, Huerta; | 

This is our agtieement concerning your involYementin a 
new botde design for New World Foods^ Inc. 



Find & Replace 

Find: ^_^_ 
Status: 



> Finj 

Fi«a & Replace 



Find Class! 



1, You 
dnawin 
becoffli 
your s« 

2, You 
eyery ^ 
you conSnue'iTOEir 

3, New World will pay each invoice from an approved 
estimate wthin thirty (30) days, 

4,_You and your assista.nl3 atFastPak Design are notand 
will not be employees of New World Foods, Inc. This is a 
contract for serf ices for hire, 



1 To search the whole document, 
draw an F on the title line. Or, 
choose Find from the Edit menu. 

You'll see the Find dialog sheet. 

2 Tap the arrow on the title line to see 
the list of sheets. Tap f Find & 
Replace. 



1 72 



USING PENPOINT 

REPLACING TEXT 



Find & Replace ► Find &. Replace 

FagtPaK Pggign 



Find: 

Match: 11 Same case only 

II Co rn p lete wo rd o nly 

RepiaoB: Health Food PackafllHfl 

Use case of: ► Replacement word 

Seaich: ► Include Embedded Docs 

Diiectbn: ► Forwand 

Start From: I* Beginning 
Status: 



|.l^|'r;f^gyij(^t|3;p^S^Wl|^ ©^ISsel 



3 Write in the text you want PenPoint 
to find in the Find field. Or, copy 
the text into the Find field. 

Write in the replacement text in the 
Replace field. 

4 To stop at each occurrence: 

^ Tap Find to locate the first 
occurrence of the text. 

^ Tap Replace if you want to insert 
the new text. 

If you don't want to insert the 
text, tap Find to locate the next 
occurrence. 

^ Tap Find to continue the search. 

^ Repeat this procedure until the 
message in the Status line tells 
you that the search is completed. 

To replace every occurrence 
automatically, tap Replace All. 

At any point you can tap Close to 
close the sheet and end the search. 



If the text in either the Find or Replace fields is filled in from the last time, 
delete the text by drawing a cross out X on it and write in the new text, or 
tap y the text to open an edit pad and change it there. See "Editing Text in 
Fields" in chapter 7 (Editing and Formatting Text) for details. 



FINDING AND REPLACING TEXT 



Defining The Search 



Sattjing the Search Kanqe and Direction 



You can tell PenPoint what part of the document to search, where to start the 
search, and in what direction to search. 

To set the search range: 

■ To search forward from any point in a document, draw an F in the body of 
the document. PenPoint searches from the place you drew the gesture to the 
end of the document. To continue searching from the beginning of the 
document, tap Find again. 

■ To search a selection, select the text and draw an F over it. 

■ PenPoint searches the document itself and any embedded documents. 
However, you can restrict the search to the document by choosing 
Document Only from the Search category pop-up list. 



1 73 



The search options on the Find & Replace sheet set the extent and direction of 
the search and the attributes to look for, such as whole words or words whose 
case matches exactly. 
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USING PENPOINT 

DEFINING THE SEARCH 




To set the direction and starting point 
of a search, use the Find & Replace 
sheet. 



To search towards the end of the 
document, tap Forward from the 
Direction category pop-up hst. 

To search toward the beginning of 
the document, tap Backward from 
the Direction category pop-up hst. 



To start the search at the last place 
PenPoint found the text, tap Last 
Match from the Start From 
category pop-up list. 

To start the search at the beginning 
of the document, tap Beginning 
from the Start From category 
pop-up hst. 



FINDING AND REPLACING TEXT 

DEFINING THE SEARCH 
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Rrfifiing the 5earch 



PenPoint gives you several other ways to refine the search. For example, you can 
tell PenPoint to locate only those instances where the text forms a complete 
word. This is helpful when you want to find a word such as pen without 
stopping for words such as depend 2in6. peninsula. 



/ CONTRACT 

Document Edit Insert Case Format 



:21 



Find: 
Match: 



Find&Replace ► Find & Replace 

FastPaK Desiga 



Same case only 
Complete wond only 



Replace: 
\hie case of: 

Steaich: 
Dinsctbn: 
Start Fiom: 
Status: 



Original wotd 
► Replacement word 



► Include Embedded Docs 

► Forv'ii'ard 

► Beginning 




contract for services for hire, 



id 



To refme the search, use the Find & 
Replace sheet. 



Same case only finds the text if it 
has the same case as the original text. 

Complete word only finds the text 
if it forms a whole word. 

Original word replaces text using 
the case of the original text. 

Replacement word replaces text 
with the case you used in the 
Replace field. 
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CHAPTER 9 



Wiana^'ma the Notebook 
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USING PENPOINT 

The Table of Contents lists all the documents in your Notebook and lets you 
organize them. You can find out more about the documents with the Table of 
Contents' menus, such as the Show menu, which tells you the document's size 
and when you last modified it. 

From the Table of Contents, you can organize the Notebook by moving 
documents and sections from one location to another and by placing related 
documents in sections. You can also customize the PenPoint™ operating system 
to suit your work habits by setting preferences such as the writing pad style and 
screen layout. 

When you use the Notebook you'll ofi:en work with more than one document 
at a time. There are several ways to do this. Each method offers its own 
advantages. 

■ The Table of Contents shows all the documents in the Notebook organized 
by section, which makes it easy to identify and turn to or float the one you 
want. 

■ Notebook tabs let you use a single tap to turn to a page or float it from 
anywhere in the Notebook. 

■ Page arrows in the title line let you navigate quickly from one page to 
another. 

■ Hyperlink buttons let you move directly to another location within the 
same document or a different document. 



before you can float documents, you must 
choose the Document Floating option 
on the Preferences Safeguards sheet. 



MANAGING THE NOTEBOOK 



Seeing What's in Your Notebook 
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The Table of Contents lists all the documents and sections for the entire 
Notebook in the order in which they appear. Page numbers refer to the page in 
the Notebook where you can find the document. 



Notebook: Contents 
Document Edit Cneate View Show Sort 

Name 

Ur Current PloductS . . :^ ' fr;~r ' ri-:r~TriTr ' ~ri-!~Ti ' -i 

U Inventory 



:1> 



Page 



U Stand are! Onder Form 4 

Ui PmpDsed New Pioducts 5 

U New Pnoduct Ideas.. rr-: — 6 — 

G Capers 7 

D Chili Mixes 8 

^ SaiR 9 

[J Customeis 12 

D Chain Stones 13 

U Complaints to Acton 14 

(3? New Bottte Design 15 

LJ SalsajCondiments 16 

U Package Design Letter 17 

Q Proposed New Design (3^^1) 18 

El Bottle DesignSketeh 19 

^Revised Bottle FAX 20 

Q CONTRACT 21 

P|.JMn...Pmrl,,r.tn.pft 22 




Sections appear in bold. 



Document titles appear in plain 
text. 

Double-tap .f a section title to 
display its contents. Double-tap 
again to hide the document titles. 

Each section also has its own table 
of contents which works exactly like 
the one for the Notebook. Tap a 
section's page number (or its icon) 
to turn to the section's table of 
contents. 

Icons tell you the type of 
application used to create the 
document. 



In both the Notebook and the section tables of contents, you can use menus 
instead of double tapping to see what's in a section. Tap its title to select it and 
then choose Expand from the View menu. Choose Collapse from the View 
menu to hide the document titles again. To see all the titles in the Notebook, 
make sure nothing is selected on the Notebook Table of Contents and then 
choose Expand. (If a title is selected, tap it to deselect it.) To hide all the titles, 
make sure nothing is selected, and then choose Collapse. 

As you create documents in the Notebook, the titles may not all fit on the 
screen. You can see more of them by using smaller icons next to the titles (and 
therefore decreasing the amount of space between titles). To change the size of 
the icons, choose Button from the Show menu. 



To see a list of tlie documents contained 
in a section, double tap .f tlie section's 
title. To float a document or section, 
double tap .f its pa^e number or loon. 



USING PENPOINT 
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The document option sheets and the Table of Contents Show menu give you 
two tools for getting information about a document, such as its size, the date 
you created it, and the program you used to create it. The Show menu gives 
you basic information about all the documents at once, whereas the document 
options sheets give you more detailed information about an individual 
document. 



Using the Show menu 



y Notebook; Ck^ntents 

Document Edit Create View Stow; Sort 



D Cunerrt Pfoducts 

ij Inventoty 

U Standard OitJer Form 
U Proposed New Pioducts 

iJ New Product ideas ■■■• 

Lj Capers 

LJ Chili IWixes 



Icon 
Bu 

Typ>i 



Size 
Tab Box 



oe. 



U Sates by Region 10 

D New Hires 11 

U Customeis 12 

Q Chain Stores 13 

U Complainte to Acton ... 14 

D New Bottb Design 15 

Lj Salsa/Dondiments 16 

Lj Package Design Letter 17 

Q Proposed New Design (3^,S1) 18 

il Bottle Design Sketeh 19 

Q Revised Bottle FAX 20 

D CONTRACT 21 

D New Product Draft 22 



Ty p^ 

Section 

MiniText 

App 

Section 

MiniText 

MiniText 

MiniText 

Section 

MiniText 

MiniText 

Section 

MiniText 

MiniText 

Section 

MiniText 

MiniText 

MiniText 

DrawingPaper 

FaxViewer 

MiniText 

MiniText 



11 ^1 ffi" oi a ii * i 1. 

Help Piefeiences Tools Statbneiy Disks Keyboaid Insfeller In Out 



1 Tap )f to display the Show menu. 

2 Tap each kind of information you 
want to see; tap again to hide it. 

^ A single vertical line next to the 
choices indicates a check list from 
which you can choose one 
option. A double line indicates a 
multiple check list from which 
you can choose more than one. 

Tap Icon to show the standard sized 
application icon. 

Tap Button to display a smaller 
icon next to the title. 

Tap Type to see the application 
name. 

Tap Date to find out the date on 
which you last modified the 
document. 

Tap Size to tell how large the 
document is in kilobytes (a kilobyte 
contains approximately 250 words). 

Tap Tab Box to display the column 
of tab boxes (tap to add or remove a 
Notebook tab) . 



MANAGING THE NOTEBOOK 

FINDING OUT MORE ABOUT A DOCUMENT 
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Uelnij the Document Option Sheete 



The document option sheets supplement the information in the Table of 
Contents. Refer to them to see information such as the size of the document 
when it's active and to change things such as the page display. 



Document Edit Insert Case Format 



5> 



TO; 

FROM: 

DATE; 

SUBJECT; 

CC: 



Dick -- 

I ■was fiddlin 

tecipes the otj 

might tty to fl Authon 

vegetable, It';,, comments: 



st»£agej and ■' 
well on the si 



ypo; 
where they'll 
what you thii 



Eggplant dii 

(We'll need a 



Dick Hopkins 

Enrique Fabbro 

February 2, 1991 

New Product Ideas 

Test Kitchens, Sara Schviiarts 



New Product ideas 
Tttle: Mei 



Title & Inlo 

Acxsess 

Applicatiof"! 




Gieatedl: 11/12^0 

Last Modified: 11^3/90 
Filed Size: 6 K 
Adiiwe Size: 34 K 

■hpp^4 ' App\fmCk^s\' Close] 



tion on 



ganoush teitrWnkrwiu stand up ■'ml toTong-term 
shelf storage, Itinyolres roasting the eggplants (which ^?r^ 



\ Turn to the document. 

2 Draw a check s/ on the title line. 



Tap y the arrow on the option 
sheet's title line to see the other 
option sheets and make changes if 
necessary. 



4 Tap Apply & Close. 



Use the Title & Info sheet to enter information about the document and 
to find out when you created or last changed it. You can also find out how 
much space the document occupies in the Notebook when you're not using 
it (Filed Size) and how much memory it takes up when you're working with it 
(Active Size), 

The Access sheet determines what areas of the page PenPoint displays. This is 
also where you protect the document from being accidentally deleted or edited. 
An Access Speed option lets you cut down the time it takes to turn to a 
document. (Note that this option uses more memory than the normal page 
turn speed.) 

Refer to the Application sheet for information such as the version of the 
application you're using. 



You can also open the document option 
sheets by choosing About from the 
Document menu. Choosing About from the 
Table of Contents displays the option 
sheet for the Table of Contents. 



USING PENPOINT 
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Commands in the Sort menu let you rearrange the Table of Contents, 
reordering the titles by different criteria to more easily see what's in your 
Notebook. For example, you can list documents in order of size so you can 
decide which ones to store outside of the Notebook. 



Notebook: Contents | 
Document Edit Create View Show M 



1> 



By W ame 
By Ty pe 
By Date 
By Size 



Pajge 

2 

3 

11 

12 



LJf Current Pioducts 

U Standard Order Form 

LJ Customers ,. . 

Lj Chain Stores 

U Complaints Id Act On 13 

Of' New Bottle Design 14 

U Mew Package Design Ltr. 16 

D Proposed New Design (3^;Q1) 17 

U Salsa/Dondiments .. ... 15 

Ur Proposed New Piadudta 4 

U Gapers 6 

DchiiiMixes '. ,.■.....■ ■.■.., ' '. 7 

U New Product Ideas 5 

Q* Sates 8 

D WewHires 10 

Lj Sales by Region 9 



Tap the Sort menu, then tap: 

By Page to display the documents 
in the order they appear in the 
Notebook (the default order unless 
you change it). 

By Name to list the documents 
alphabetically. 

By Type to group the documents 
by application. 

By Date to put the documents in 
order by the date you last modified 
them. 

By Size to arrange the documents 
according to the amount of 
memory they occupy in the 
Notebook. 



The Sort commands for Type, Date, and Size also appear on the Show menu. 
Choose the same command from the Show menu to see the information for the 
titles you're sorting. 



Sorting documents rearran0e5 their order 
in the Table of Contents but not their page 
location in the Notebook, 



MANAGING THE NOTEBOOK 
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Rearranging the Notebook 



You can rearrange documents in the Notebook by moving pages and placing 
related documents in sections. Rearranging pages changes their location in the 
Notebook. 




The easiest way to reorder documents is to move them in the Table of Contents. 



Notebook Contents 
Document Edit Cneate View Shov/ Sort 



U? Cunent Products 2 

Q Standard Order Form 3 

U? PiDposed New Pioducts 4 

QrtJewProduct-fcieas 5 

.jj.'l^^e??;-!™--* •■••• ••• ••• 6 

■U uli-ilft^ixis i 7 







Press f until you see the marquee, 
and then drag the document where 
you want it to go. 

PenPoint inserts the new document 
where you lift your pen. 

^ To move it between two 
documents, lift the pen in the 
space between them. 



U Complaints to Acton 13 

5* New Bottle Design 14 

Sarsa/lJondimenfe" i 15 

-Psckag&Design-bfr. 16 

Praposed New Design (3(2/91) 17 

i*^ Desifin Sketch 18 

isedBotileF^XJ 19 




^ To move it into a section, lift the 
pen when the marquee is aligned 
with the other documents in the 
section. 



Lj Complaints to Acton 13 

_NEW_Bci4tlB,Desip|n;.,;. 14 

15 

16 

17 

18 

19 




Revised Bottle FAX 

New Package Design Ltr. 

d Proposed New Design <3,Cy91) 
t Bottle Design Sketch 



To move it out of a section, lift 
the pen when the marquee is 
lined up with a title or blank 
space outside the section. 



USING PENPOINT 
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You can organize your computer Notebook as you would a paper notebook, 
placing related pages together in sections and subsections. 



Creap\r\q a Section 



Notebook; Contente 
Document Edit Create View Show Sort 



1 > 



fj Cunerrt Products 2 

U Standard Order Form 
yr Proposed New. Prndimts 

U IMew Prodi 
Q Chili Mkes 
U Capers 
^ Sales. ... 




i_J Sales by Region 
U Mew Hires 



10 



1 Turn to the Table of Contents. 

2 Draw a caret /\ where you want the 
new section. 

The pop- up Create menu appears. 

3 Choose Section from the pop-up 
Create menu. 

PenPoint inserts the new section 
where you drew the caret. 



To rename a section, draw a circle o on the title to put it into an edit pad where 
you can change it. Or select the section by tapping on it and then choose 
Rename from the File menu. 

When you create a section, PenPoint automatically inserts a section divider that 
lists the section's documents and works exactly like the Notebook Table of 
Contents. 



To delete a section, draw a croee outy on 
the section title. If you intend to use the 
section a^a'm, back it up to a disk before 
deleting It from the Notebook. 



MANAGING THE NOTEBOOK 

GROUPING DOCUMENTS INTO SECTIONS 
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ng a Document into a Section 



Once you create a new section you can create documents there or move existing 
documents into it. 

To create a new document inside a section, double tap .f the section title to 
expand it, draw a caret /\ where you want the new document to go, and then 
choose a piece of stationery from the Create menu. (Or tap to select a 
location — tap Empty if there are no documents — and then choose a piece of 
stationery from the Create menu.). 



/ Note book: Co nie nte < 1 

Document Edit Create View Show Sort 

Name Page 

Lj Cunerrt PioduKts 2 

U Standad Order Form 3 



U Proposed New Pioducls 

U New Product Ideas ■■ ■ 

U Capers 

O Chili Mixes 

U District Sales 

-f&Tiipty — 

D.S,aJ^T^................v;.v.v 



9 
10 



Q New Hires 11 



To move a document into a section, 
press f the title until you see the 
marquee, then drag the document 
to a location in the section. 




U Customers 12 

.lj[.GMih„Stgiii.§.............. -..,-, " • 13 

;y|:j^aW»Maln1S;ti3Mton : 14 

D INblfc Bottle Design..... ..... 15 

l#i Salsa,iCondimenls 16 

Package Design 1-etter 17 

.y.f'.'??J??l?§5lJ;'l?>?.P®si9" ^iS^I) "18 

]..aQitle.DesiQn.SliElDA 19 

Q Revised Bottle FAK 20 

Q CONTRACT 21 

D New Product Draft 22 



To move a document out of a 
section, press f the title until you 
see the marquee, and then drag the 
document out of the section. (Lift 
the pen when the tip of the pen is 
lined up with the beginning of a 
title outside a section.) 
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USING PENPOINT 

GROUPING DOCUMENTS INTO SECTIONS 




Craa[ting a 5ubeect\or\ 



Sections can contain subsections. To create a subsection, open a section, select a 
location in it, and choose Section from the Create menu. 

Subsections work the same way sections do. Each subsection has its own table 
of contents that lists the documents it contains. This information is repeated in 
the section and Notebook Table of Contents. 

You can make an existing section into a subsection by moving it into another 
section. For example, you might move a section you'd created for a prospective 
client into a section for new clients. 

You can also do the reverse and make a subsection a section by selecting it and 
moving it out of the section to another location on the Table of Contents. 




Creap'mq Multiple Notebooks 



If you find that you're creating many sections in your Notebook, you may find 
it simpler to organize your work by creating notebooks for each primary topic, 
for example, for each major client or project. Similarly, if you're sharing the 
Notebook with several other people, you may find it convenient to create a 
notebook for each user. 

To find out how to create and use multiple notebooks, read chapter 12, 
Learning More About PenPoint. 



MANAGING THE NOTEBOOK 
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The Table of Contents displays all the documents in the Notebook. From the 
Table of Contents you can use gestures to turn to a document or to float a 
document. 




f^ Note boo k: Co nte nts 

Documerrt Edit Create View Shov/ Sort 

Name 

U Curterrt Products 2 

til Inventory 3 

U Standard Order Form ..,,..,, 4 

u Proposed New Producte_ 
IS "New PnDduct Ideas . 

H Capers 

B Chill Mixes. ..:;.,,,,:,.:...,;..,...:,.,,;...;. ...:.., .,;.., 8 

D Sales.:. :..... ...:..! .:.,.,.,.^,.., .::,::,.:,:,, :..,,9 

ll Safes by Region ....:....,:. ......,,.,,.., 10 

H New H ires '. . . . . . ^ ^ ,|. ,.\.. i ■.::. .:. 11 

U' Custo'meis. .;,.;..,: .v:\'' ■;;■,:...;, ;V:.,yi;:v ::;KjV;"^ 
; ii Chain Stores;. ^. :::.:, -,v 

:: ISxCprnplainls toActQn.,:;:,^.:...........,;^^.:...^ 

;■ D''''NBw:'BcrtllB::Design;: ■.;... .V..;:?,::.,^:^ 

. ii Sals;a/Cc3ndimeii1s : , v^ . . . , v ..... ... ,,,.:;.:,.......,..,,.. .\ .... 1 6 

II Package Design better.^...,-;. .-.. ;.... 17 

11 PrapdsedNsw Design (3^#1 )......., v..,.,,...,,!' IB 

;: S Bottle Design Sketch ,, ; i : : . . : .•: . ^ ^ ' . . . . . ......:.,-. :. .:: :. . :. ,,,::: 1 9 ; 

: :Q Revised Bottle fax;: ;.uV:::. ....::.:...:: ^ 

:::&contract:.:...:;..-:.>,.:.,:,:.:.::^^^^^^ .,.,.■:,.,,,,: 21; ■ 

ftNewProductDrait:;:::.;^ 



Turn to a page by tapping the 
document's: 



icon 

page number 



Notebook tab. 



Float a page by double-tapping the 
page number, icon, or Notebook 
tab. 



Help PtefeiecioeS Toqb Stattonery Dijfe ^KeyboamJ 



^afore you O0^r\ float a document, you need 
to choose the option for floating 
documents ow the Safeguards option 
sheet in Preferences, You Y\eGd to set this 
option only or\ce to be able to float 
documents any time you use the Notebook. 
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USING PENPOINT 

TURNING TO A PAGE 

Instead of using gestures to turn to or float a page, you can choose equivalent 
commands (Turn to and Bring to) from the View menu. Select the title in the 
Table of Contents by tapping it and then choose the appropriate command. 

If you're not working on the Table of Contents you can thumb through the 
Notebook by pressing the arrows near the page number. 



^ 



Mew Product Ideas 

Document Edit Insert Case Format 

TO ; Dick Hopkins 

FROM: Enrique Fabbro 

DATE; February 2, 1991 

SUB JECT : New Product Ideas 

CC; Test Kitchens, Sara Schwartz 



Dick -- 

I was fiddling around with some of my mother's old 
recipes ttie other day and I came up witti several ways we 
might try to market eggplant which is a good stable 
vegetable, It's cheap to grow and it survives well in cldo 
storage J and various preparations of it seem to hold up 
well on the shelf. I tHnk these new products might be 
especially popular in the Southwest and in California 



Tap the left arrow to go back a page. 

Tap the right arrow to turn to the 
next page. 

Press either arrow to flip through 
the pages. 



You can also draw flicks in the title line to turn to the next page (flick left) — or 
go back to the previous page (flick right) — . Think of this as thumbing through 
a notebook; you turn a page to the left to see the next page, and to the right to 
go back toward the beginning. 



MANAGING THE NOTEBOOK 
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Notebook tabs offer a quick way to identify a page and turn to it or float it. 
You can attach a tab to any document or section by drawing a T on the title or 
by displaying the column of tab boxes and tapping the one for that document. 



Attaching and Daleting Notebook Tabs 



Notebook: Contente 
Document Edit C teats View Show Sort 



y' Cunent Pioducts 2 

U Standafd Order Form 3 

Uf Proposed New Piodudbs. 4 

U New Plj^ due t Ide « ■ ■ • •• ■■.. 5 — 

U Capers 6 

D Chili Mixes 7 

QP Safes : 8 

U Sales by Region 9 

D Nev'/ Hires 10 

Qr Gustorners 11 

Q Chain Stores..... 12 

U Complaints to Act On 13 

Q? Mew Battte Design 14 

U Salsa/Dondiments ;......,,. 15 






1 Turn to the Table of Contents. 



2 To attach a tab, draw a T on the 
document or section title. 

^ To remove it, draw the T again. 



When you attach a tab, PenPoint automatically labels it with the document 
title. However, a long document title may not fit on the tab, so you can rename 
the tab with a shorter or more useful title. Draw a circle o on the tab to display 
the title in the edit pad and change it there. 

Usually renaming a document automatically changes its tab label as well. 
However, if you change the document title after editing the tab label, PenPoint 
doesn't automatically change the tab label. (That way you don't lose the shorter 
tab label.) 

For details on editing tab labels, see "Editing Text in Labels and Document 
Titles" in chapter 7 (Editing and Formatting Text). 



If you're working oy\ a page other than the 
Table of Contents, you can a\eo attach a 
tab by drawmap aT on the document title 
line. 
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USING PENPOINT 

USING NOTEBOOK TABS TO MARK PAGES 




Attaching Savaral Notebook Tabs 



In managing the Notebook, you may find it more convenient to attach and 
remove several tabs at once. 



Notebook: Contents 
fo\ 



Document Edit Create Viev^/ Srow Sort 



Qr Cunent Products 

LJ Standard Order Form 
Or' Proposed Mew Pioducts 

U NewProduct Ideas .... 

j_l Capers 

D Chili Mixes 

Q' Sales 

U Sales by Region 

D NewHires 

Lit Customers 

Lj Chain Stores 

U Complaints to Acton 

13? New BoHle Design 

Lj SalsajiCondiments 

U We w Package Design Ltr. . ... 

Q Proposed New Design (3/2 ;91) 



Icon 
Buttom 

Type 
Date. 
Si^ 
Tfto Box 



Page Tab 



9 

10 

11 

12 

13 

14 

15 

16 

17 



1 Turn to the Table of Contents. 



y 



2 Tap Tab Box on the Show menu. 



A check mark in the box indicates 
the page has a tab. 



To attach a tab, tap inside the box. 
^ To remove it, tap again. 



MANAGING THE NOTEBOOK 

USING NOTEBOOK TABS TO MARK PAGES 
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Pi^p aying No1;(5boc'l< Tabs 



When you have more tabs than can fit along the edge of the notebook, they 
appear overlapped. To see the hidden labels, draw flicks on the tabs. 






d 
d 



d 



Flick left ~~ to see all the tabs at 
once. 

^ Tap a tab to turn to its page. 

^ Tap anywhere outside the tabs to 
collapse the rows into one. 



r 
d 



To push the overlapped tabs to the 
top, double flick up 11 anywhere in 
the row. 

^ To shove the overlapped tabs to 
the bottom, double flick down || 
anywhere in the row. 



y 






To see an overlapped tab, flick 
down f on the overlapped tap. 

■*■ Or, flick up 1 on the tab above it. 
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Usin^ Hyperlink 3uttoneto Move between Pa^es 



Hyperlink buttons give you a way to turn quickly to another document or a 
location in the same document. For example, if you're working on the 
conclusion to a monthly report and want to refer to a table earlier in the 
document, you might insert a button at the concluding paragraph to scroll to 
the table and one on the table to go back to the paragraph. 



/ Package Design Letter 

Ciocunient Edit Insert Case Format 



;17.. 



New World Foods t 
19271 Palm Blvd. ^ 
Los Angeles, CA 90036 

February 17, 1991 



I^'^is. Elena Huer/ 
FastPak Design 
3535 Mission S' 
Houston TX 45: 



RE; Newpacka 



Dear Ms, Huerte 

V/e need a new 
cc'ndiments, 

Recently, an ex( 
of our samples 1 
our line. He brie 
his son ran into 



Notebook: Contents 1 

Document Edit Cnsate View Show Sort 

D Chili iVIixes 8 ""' 

D Sales 9 

Lj Sales by Region 10 

U New Hires -11 

U Customers 12 

D ChakiStores 13 | 

Q:Co«-'bi,fitS-tDActoR 14 

D New Bottle Design 15 

rfc* 

LJ Salsa^ondiments IB 

U Package Design Letter 17 

1 1 ProBosed New Desian (3&m M8 ^ 



Ciur botdes should be able to withstand the impact from a 
trii:ycle powered by a three year old. But four bottles of 
our new salsa broke, spilling their contents all over the 
floor, 

The executive never got a chance to try our product 

Can you design a Hghtvfeight, recyclable, 8 oz. plastic 
bctde that won't break under moderate impact? I'll be 
tr.3 veiling next week, but you can fax me suggested 

Help Piefeiences Toe f j^g executive never gota chance to try our product 

(Complaiiits ta Act on] 

Ca.n you design a lightweight, recyclable, 8 02. plastic 
botde that won't break under moderate impact? I'll be 



t 



1 Start in the document where you 
want to add a hyperlink button. 

2 Float the Table of Contents by 
double tapping .f its tab. (You must 
have the floating option turned on.) 



Tap to select the document you 
want to jump to. If you tap the 
document title, the hyperlink 
button takes you to the top of the 
document. 

^ To go to a specific place within 
the document, float it and tap to 
select a location. 



4 Draw a hyperlink gesture d) on the 
first document where you want the 
button. 

The PenPoint operating system 
places a hyperlink button there and 
labels it with the title of the floating 
document (or if you've selected a 
location, with the text where you 
drew the gesture). 



Hyperlink buttons work like pa^e numbers 
in the Table of Contents: Tap the button to 
turn to the linked document or double-tap 
to float the linked document over the first. 



MANAGING THE NOTEBOOK 

USING HYPERLINK BUTTONS TO MOVE BETWEEN PAGES 193 

Once you've created a button, you can move it to another location or redefine 
it. To move it, press f on it until you see the marquee, then drag it to a new 
location. To copy it, tap press ,f until you see the double marquee and then 
drag it to where you want it. 

By redefining a button, you can turn a hyperlink button into a temporary 
marker. To reset it for another location, select the new location by tapping it, 
and then triple tap :f on the button. The button title then changes to reflect the 
new location. 

To make a link to an embedded document, float the document that contains 
the embedded document, draw a plus + on the embedded document's icon to 
select it, and then draw a hyperlink button gesture o on the first document. 

If you're working on part of the document where the button is out of view, you 
can move the button to the cork margin where it's always available. To find out 
how to use the cork margin, see chapter 5, Creating and Using Documents. 

To delete a hyperlink button, draw a cross out X over it. You can rename the 
button label by drawing a circle o on it and editing the text. See "Editing Text 
in Labels and Document Titles" in chapter 7 (Editing and Formatting Text). 



When you print the document, FenFolnt 
prints the button icon and the text on it. 
To avoid printing the button, move it to the 
corl< margin. 



USING PENPOINT 
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Setting Preferences 



Your Notebook comes with certain options preset, such as the screen layout. 
You can change the preset options in Preferences on the Bookshelf. The options 
are grouped on separate sheets in Preferences. 



Freference sheet 

PenPoint 



Options on sheet 

Find out information about the PenPoint operating system 
such as the company name and version number. 



Handwriting 



Choose a case (all upper case or mixed). 

Choose a writing pad style and adjust the size and shape of 
the boxes or the distance between lines (covered in chapter 6, 
Writing in the Notebook). 

Choose a symbol for the unrecognized character (covered in 
chapter 6, Writing in the Notebook). 



Pen 



Set the angle of the pen for the way you normally write. 

Choose the pen or keyboard as the primary way to enter text 
(covered in chapter 6, Writing in the Notebook). 



Fonts & Layout 



Choose a portrait or landscape screen orientation, or a left- or 
right-handed layout. 

Choose a system font and a font for text in fields, and a size 
for both. 



Time 



Set the time. 



Date 



Set the date. 



Safeguards 



Turn on floating and zooming (covered in chapter 5, 
Creating and Using Documents). Turn on the warning beep. 

Set auto shutoff to have the computer automatically turn off 
after a certain period of inactivity. 



Timeouts 



Lengthen or shorten the time PenPoint waits before 
interpreting your gestures or writing. 



Memory Usage 



Find out how much memory is available (covered in 
chapter 12, Learning More About PenPoint). 



If more than one person uses the computer, you can have PenPoint remember 
each user's choices. To find out how to save your preferences, read chapter 4, 
Installing Applications and Devices. 



MANAGING THE NOTEBOOK 

SETTING PREFERENCES 
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Settling tha Time 



Applications and accessories that display the time and date use the settings on 
the Preferences option sheet. 

To reset the time: 

1 Tap the Preferences icon on the 
Bookshelf 

^ If the Time option sheet isn't 
displayed, tap the arrow on the 
title line and choose Time. 

Tap the current Time Txyne choice 
to see a list of other time zones and 
tap to choose one. 

Tap to choose a 12- or 24-hour 
Time Format. 

Tap Displayed in the Seconds 

category to show the seconds; tap 
Not Displayed to hide this 
information. 

Write in the new Hour, Minute, 
and Second. 

Tap to choose A.M. or P.M. 



Ljr Sates,,.. 

D Sales bf*= 
D New Hi{ 
Ui Customers 

Lj Chain £ 
Lj:GorTipls 

S* NeWBottlrf 
Sfievis^c 
O Wev/Pa 

:^BottlSBesicl 
U faalsgi^ofic 




'■■9t 



Help Pisfeiencea, .Ibola .Stattoneiy^:^ D O Tan Annlxr /V r~'lr»cp> 



If you change time zones, you don't need 
to reset the time. Cinoose a time zone 
arid ?&K\?o\r\\y automatically calculates the 
new time. 
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USING PENPOINT 

SETTING PREFERENCES 



Settjing the Pate 



D Sales b 
Q WewHii 

Qr Customeis 
U Chain £ 
U Gompla 

G? Mew Bottle 

'fefievisec 

rtiL 

U New Pa 

U Pfopose 

^Bottle Desis 

U SalsaijConc 



Preferences ► Date 



Cufienl Date: 
Format: 
Month: 
Day: 



November 26, 1990 
k January 15,1990 
!■ November 





^ 



^ 



Preferences Toola Stafcneiy Disks Keyboard Installer In Out 



To change the date: 

1 Tap the Preferences icon on the 
Bookshelf. 

'*' If the Date sheet is not displayed, 
tap the arrow on the title line to 
see the other Preferences sheets 
and tap Date. 

Tap the current Date Format to see 
a list of other formats and tap to 
choose one. 

Tap the name of the month and tap 
to choose the correct one. 

Write in the numbers for the 
correct Day and Year. To change a 
number, write a new number over 
the old one. 

2 Tap Apply & Close. 




Setting the Keeponee Time 



You can lengthen or shorten the interval, or timeout, before PenPoint interprets 
a gesture, translates your writing, or displays the marquee that appears when 
you use the press f gesture to move something. By resetting the timeout 
interval, you can better accommodate the rate at which you naturally work. 

To change the response time: 

■ Tap the Preferences icon on the Bookshelf to open it. 

■ If the Timeouts sheet is not displayed, tap the arrow on the title line to see 
the other Preferences sheets and tap Timeouts. 

■ To change the Gesture, Handwriting, or Press timeout interval, write in 
the number of seconds you want PenPoint to wait before responding to an 
action. To change what's already written in a box, write a new number over 
the old one. 
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SETTING PREFERENCES 




Using tha Auto Shut Off Option 




When you don't have the PenPoint computer attached to a battery charger, you 
can conserve battery power by having the computer turn off automatically 
w^hen you're not using it. To do so: 

■ Tap the Preferences icon on the Bookshelf to open it. 

■ If the Safeguards sheet is not displayed, tap the arrow on the title line to see 
the other Preferences sheets Safeguards. 

■ Tap Yes for the Auto Shut Off option. If you tap Yes, PenPoint adds a Shut 
Off After category. 

■ If you want the computer to stay on, tap No. 

■ Write in the number of minutes the computer can be inactive before it 
automatically turns off To change what's already written in a box, write a 
new number over the old one. 



ng On the Warning Deep 



When PenPoint displays a confirmation or error message, you must respond to 
it before PenPoint can continue. As an additional signal, you can have PenPoint 
sound a warning beep when it displays a message. 

To turn on the warning beep, display the Safeguards sheet in Preferences and 
tap On. 
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USING PENPOINT 

SETTING PREFERENCES 



Cho6e\n0 FenFoint Fonts and Field Fonts 



The PenPoint operating system uses a system font to display information such 
as menu commands and titles on the Table of Contents and Notebook tabs. 
The field font is for the information you enter in writing pads and fields on 
option sheets and forms. 

You can choose a different PenPoint and field font. Whatever size you choose, 
however, applies to both fonts. 



LJ Customers 

Lj Chain pltoi:ea 
Lj Complj 
D NewBottli 

U Salsa/j 

Lj Packad 

U PtDpoq 
B Bottle Desj 
Q Revised Bj 
D CONTRACJ 
D New Prodi 



P Inferences ► Fonts & Layout 



PenPbint Font: 
Field Font: 
Font Size: 

OrientatiDn: 
Hand Preference: 



I- Sans Serif (URV./) 

► Roman (URVO 

► 12 

^ Portrait 

I- Riflht 




.i» a 



1 Tap the Preferences icon on the 
Bookshelf 

'*' If the Fonts & Layout sheet isn't 
displayed, tap the arrow on the 
title line to see the other 
Preferences sheets and tap Fonts 
& Layout. 

2 To change the font: 

^ Tap to choose a PenPoint and 
Field font. 

^ Tap to choose a font size. 

3 Tap Apply & Close. 



Help Piefeiences Tools Stetbneiy Deks Keyboaid Iristaller In Out 



Chooee text fonts for documents from the 
Text option sheets. To find out how to style 
text by changing fonts, read chapter 7, 
Editing and formatting Text. 
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SETTING PREFERENCES 



Choqsing a Screen layout 



PenPoint offers several screen layouts to accommodate different writing tasks 
and writing preferences. 



'P^ New Praduct Ideas 

Document Edit Insert Case Format 



Dick Hopkins 

Enrique Fabbro 

February 2 J 1991 

Mew Product Ideas 

Test Kitchens, Sara Sch-^TOrts 



TO; 

FROM; 

DATE: 

SUBJECT; 

CC; 

Dick:;-- ■:■•;:::.;■ ■-■■■::':;;:;;:;:i^ 

I was :0ddling around with sorne of m old : : : ; 

recipes;: th&:other;day: and I c^ 

raiigtetry;:*!' pa is ■ :a -.if OQd':Stable:;:;:i;:;. 

|tea'rag|paid:'fal 



;-¥^ll;Qnpi:;S^^ 
:e^eciailjK;ppK 
^^r^?tliS:|^i'i^M^^^^ 
^whatiiy'iiiiki:; 



:;;ltSflPioint "RJiit: 
liiBld.:l^:rrts:::.:;.:^^;,: 






Orierrtation- 
Hand Prefeientse- 



bafeaflrioiisK-ith 
shel|:St3i3tgei:|t| 
can;;dp:in;;b 
lenlohl'^oliTe oil! 

proiirleili&jim^ 
:'?^ic:KS&af erjr; tti^^^ 
biridin|::agent TC 



m. 



: :: : Rettraitl 

l:-;,-::Lancls:«.itt3e! 



flight; 




-Jj;;v;;;:::;::::;;;:¥f 



1 Tap the Preferences icon on the 
Bookshelf 

^ If the Fonts & Layout sheet isn't 
displayed, tap the arrow on the 
title line and tap to choose the 
Fonts & Layout sheet. 

2 Tap the appropriate option: 

^ Tap to choose a Landscape 
Orientation when you're working 
on a drawing or a task that 
requires more horizontal than 
vertical space on the page. 

^ Tap to choose a Portrait 
Orientation to work with a 
vertical screen layout. 

^ Tap to choose the Hand 
Preference that corresponds to 
the hand you write with. 
Choosing Left places the scroll 
margin on the left side of the 
screen. 

3 Tap Apply & Close. The screen 
will change to reflect the layout or 
preference you've chosen. 



New Praduct Ideas 



Document Edit insert Caise Format 



Dick Hopkins 

Enrique Fabbro 

February!, 1991 

iSfevf Product. Ideas 

Test. KitcheriSj Sara Schwartz 



TO; 
FROM; 
DATE; 
SUBJECT ; 

CC: 

Dick -- 

I was fiddling around with some of my motiiet? s old recipes the otiher day and I came up vvith 
seTeral ways y-rs might try to market eggplant vAich is a good stable vegetable, It s cheap to 
grow and it suryires well in cldo storagej and various preparations of it seem to hold up well on 
the shelf 1 think these new products might be especially p<:>pular in the Soutliwest and in 
California vrfiere tiie^ re rediscovering vegetables. Let me know v;hat you think, - Enrique 

Eggplant dip 

C^M II need a catchy name for thistlThis is a variation on babaaanoush that I th.ink mil stand m 



L-l 



II ^1 1^ s a ^ Q^ i A „.. - 

Help Preter^rices Toois StatiottehY Dfete Keyboard Instalter In Out Gtock Notetjook 
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Moving Items on the 3ookehe\f 



You'll probably find that you use some items on the Bookshelf more frequently 
than others. You can move the ones you use less often to a second shelf and also 
rearrange the order to suit you. 

For example, once you've customized the notebook and the Create menu, you 
might move the Preferences icon and Stationery notebook to the second shelf 
and put in their place the In and Out boxes you use daily to send and receive 
faxes. 



11 VI B & m A 01^ i i 

Help Piefeiences Took Stationeri' Disks Keyboaid Instater In Out 



To rearrange items on the Bookshelf: 

1 Drag the bottom handle of the 
current page up to see the second 
shelf 



M 
Cbctc 

Help 



^ fl 3 i Ql* i A 

Tools Statbnery Deks Keyboard lns%ller In Out 



2 Press f the icon until you see the 
marquee and then drag it to the 
second shelf. 

To hide all the Bookshelf items, 
drag the handle down until it covers 
both shelves. 



To move an icon to another position on the shelf, press f it until you see the 
marquee and then drag it to the new position. Note that if you change the icon 
size you may need to reposition the icons since changing the size of one icon 
changes them all. (To change the icon size, draw a check \/ on any icon to 
display the icon option sheet and tap to choose a different icon Style.) 
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Vv hen you're working with the Help notebook, you may find it useful to 
annotate it with tips and information you've discovered while working with the 
PenPoint operating system. 

To add a new document, draw a caret /\ on the Table of Contents where you 
want it to go and choose a piece of stationery from the Create menu. (To find 
out more about how to create a document, see chapter 5, Creating and Using 
Documents.) 

If you no longer need to refer to a document, you can delete it by drawing a 
cross out X on its entry in the Table of Contents. 

If you find you no longer use Quick Help or the Help notebook, you can delete 
both by crossing out X the Help icon on the Bookshelf. If you've customized 
the Help notebook you might want to copy it onto a disk before you delete it. 
(See chapter 1 1, Filing Documents to find out how to use the Disk Manager to 
make a backup copy.) 
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Using the Clock 



To display the time and date, use the clock, which is in Tools on the bookshelf. 
You can set the alarm to beep or to show reminder messages, and you can put 
other documents, like to-do lists and calendars on the clock's cork margin, 
which appears with the reminder messages. 



1 Tap Tools to open it. 

2 Tap the Clock icon. 



Too Is 



Ohck PehEonai Dbtbnary Handwriting Customkatbn 

^ ^ m 

LetterPfii.ctfce Keybosid Disk Manager 



?! 

Help 



Tools 



^1 Di a ,i fr ^ 1. 

Piefeiences Slationery Deks Keyboatd InstaJfer In Out 



Notebook; Contents 
Document Edit Create View Show Sort 



Kiame 



5' CunentPiod'' 

U Stand and ^_____ 
Or Pioposed New PiDdudts 

Lj New Product Ideas. .. 



Clock 
8:52 A.M. November 28, 1990 



1 > 



To move it, put the pen down 
anywhere on the clock and drag it. 

To have it always on display, move 
it to the Bookshelf or to the 
document title line. 

Tap the close corner to close it. 



You can also use the clock to date or time stamp a document automatically 
when you print it. To do that, copy the clock to a location in a document. 



Set the time ar]d date for the cloci< on the 
Time sheet in Preferences as explained in 
"Setting Preferences" earlier in this 
chapter. 
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ChaHiging the Display 



Use the clock's option sheets to choose a different display format. 



Notebook: Contents 
Document Edit Create View Show Sort 



1 > 



Lj Cunent Pioducts 

U StandsirdOrderForm 
Lji Pioposed Mew Pifj^^ 

D Wev/ Product |i 
LJ Chili Mixes ... 

U Capers .'.!,... , 

D? Sates.:. 

Lj Sales:by 'Region , 
D New 

■ r'-MM 



G5teJcls 
3 ; 45 A .M . No^rember 26 




::;!i;::i?rD 
iBottle 



:;''-'':-CIoek ■; > ■■Dl&pl&y "■•'"':■•■:■. 
Show::' ■ fc^ Tirne: KllQwed;:by Date 

■:;,E»aSi:':Sfe-pSf:v 
:;T^iriie::'SiE^-:";:^:v4;S^^^^^^ 

|||||H|B||||||sllHlll^ 



■ ft'SalsisgEondiraients' : 



g . 

10; 

.1::1:':; 
■•12 
M; 

m 



1 Draw a check \/ on the clock. 

^ If the Display option sheet isn't 
showing, tap the arrow on the 
title line and choose Display. 



2 Tap the Show option to see a list of 
other choices; tap to choose one. 

Tap to choose a font for the date 
and time. 

Choose a separate font size for the 
date and time. 

3 Tap Apply & Close. 
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To hide the clock's borders or title line, draw a B on the clock or choose the 
appropriate options on the Access sheet. To close the clock tap its close corner. 
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USING THE CLOCK 



S^ttiing tha Alarm 



The alarm has several settings; you can decide when and how frequently you 
want the alarm to sound and whether to display a message. You can also set the 
alarm to display a message without a beep. 



1 Draw a check \/ on the clock. 



Notebook: Contents 
Document Edit Cue ale View Show Sort 



Name 

Q* Cunent PiodT 

U Standard 



7 GlM^ 

8:58 A.M. November 



[j PiopDsed New Pioducts 




Clock ► Alarm 



Alarrn: 

Day: 

Time: 

Message: 
Optbns: 



I Cork maigin 
I for the note: 







Iff 












r 






T 


'his 




Day 

. i3 ^ 









1 i 



















Print Isttef for FeiEK 



AM 



Repeat in ~-i_,„ 

Dism iss Note After 6 sec. 

Tone 



Ndvi'Package Ctesign Ltrj 
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If the Alarm sheet isn't showing, 
tap the arrow on the title line to 
see the list and tap Alarm. 



You'll see a sheet with settings for 
turning the alarm on and off, 
setting the time and the day of the 
week, writing the message you want 
to see, and determining how often 
the alarm will sound. 

Place any documents, buttons, or 
accessories you want to appear with 
the reminder message in the Cork 
margin. 



If you decide you don't want the alarm to go off at the time you've set, open 
the clock option sheet and turn off the Alarm. To revise a message, open the 
clock option sheet and delete or edit the message. If the Notebook is turned off, 
the alarm will turn on the computer so you can see any reminder messages. (Be 
sure to turn on the Auto Shut Off option on the Preferences Safeguard sheet so 
that when the alarm turns on the computer, the computer won't stay on if 
you're not there.) 

You can set the alarm so it goes off regularly at the date and time you've set by 
choosing Reset for same time. To have the alarm sound again in a few minutes 
after it first goes off, write in a number of minutes in the Repeat field. 



For an explanation of editing text in fieUs, 
read "Editing Text in Fields" in chapter? 
(Editing and Formatting Text). 



CHAPTER 10 



Printing, Sending, 

and Receiving 

Documents 



206 



USING PENPOINT 

Once you create a document you can print it, fax it, or send it as electronic 
mail. You can also receive incoming documents and faxes. If you're connected 
to a printer or a fax/data modem, you can print or send documents as soon as 
you've finished them. If you're not connected, the PenPoint™ operating system 
stores the document in the Out box with your printing or mailing instructions. 

Printers come with printer drivers which tell the PenPoint computer how to 
use the printer. You need to install the printer driver with the Installer the same 
way you install other applications in your Notebook. 

After installing the driver in your Notebook, you set options for it with the 
Printers tool so that the PenPoint operating system knows, for example, to 
which port you'll connect. You only set these options once for each printer you 
plan to use. Thereafter, just choose the Print command. 

To find out how to connect the printer to your computer, read chapter 13, 
Setting up Your Computer. To learn how to copy the printer driver to your 
Notebook and set options for it, read chapter 4, Installing Applications and 
Devices. If you plan to use a printer on a network, refer to Connecting to a 
Personal Computer. 
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Before you print a document you can format it by setting margins and adding 
headers and footers with the Print Setup command on the Document menu. 
Then, when you're ready to print it, choose the Print command, also on the 
Document menu. 



Choqe'mq a Page Layout 
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1 Choose Print Setup from the 
Document menu. 

^ If the Layout sheet isn't displayed, 
tap the arrow on the title line to 
see the list of sheets and tap 
Layout. 

2 Set the appropriate options. 

^ Choose a page layout from the 
Orientation pop-up list. 

Choose Portrait to position the 
document vertically on the 
screen; Landscape to position it 
horizontally. 

^ Choose a Paper Size. 

^ Write in the number of inches for 
each margin. 

3 Tap Apply & Close. 



You can print the document without changing the Print Setup options. (The 
PenPoint operating system uses the default settings.) When you change the 
options, PenPoint applies them to each subsequent printing of that document. 



To change the number in any of the boxed 
fields, write a new number over the old one. 
'bee "Editing Text in Fields" in chapter 7 
(Editing and formatting Text) for more 
Information on how to edit text in boxes. 
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1 Choose Print Setup from the 
Document menu. 

^ If the Headers & Footers sheet 
isn't displayed, tap the arrow on 
the title line to see the list of 
sheets and tap Headers & Footers. 

2 Set the appropriate options. 

^ Choose a Header Font and 
Header Size. (Whatever font and 
size you select will also be used 
for the footer.) 

^ Write in the number of inches for 
the Header Margin from the top 
of the page to header, and for the 
Footer Margin from the bottom 
of the page to the footer. 

^ Choose Yes to print a header or 
footer on the First Page. 

^ Write in the text for the Header 
and Footer. 

You can enter text for one or 
more positions (left, center, right). 

To print the current page 
number, write pg. , including the 
period. 

To print the current date, write 
dt. , including the period. 

To print the document name, 
write nm. , including the period. 

3 Tap Apply & Close. 

Then print the document to see the 
headers and footers. 
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ing a Document 



You can print a document from its page in the Notebook or from the Table of 
Contents. 

To print a document from its page in 
the Notebook: 
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1 From the document, choose Print 
from the Document menu. 

2 Choose the appropriate options. 

^ Tap to choose a printer from the 
Printer pop-up list. 

^ If you're connected to the printer, 
tap Yes from the Printer Enabled 
pop-up list. If not, tap No and 
PenPoint places the document in 
the Out box. 

^ Choose a Paper Size. 

If you're printing on a size not 
included on the pop- up list, write 
in the dimensions for the paper's 
width (w) and height (h) in the 
Other category. 

^ To print the entire document, 
choose All from the Pages pop-up 
list. Or, write in the range of 
pages. 
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A DOCUMENT 



Printer 

Printer Enabled: 

Paper Size: 
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First Page #: 
Copies: 



Collate: 
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► All 
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^ Write in the page number 
that should appear on the First 
Page you print. (Use this to 
paginate separate documents 
continuously.) 

To change a number, write the 
new number on top of the old 
one. 

^ Write in the number of Copies 
you want printed. 

^ If you're printing more than one 
copy, choose Yes from the Collate 
pop-up list. 

3 Tap Print & Close. 



To print a document from the Table of 
Contents, select the document title, 
choose Print from the Document menu, 
and then follow the steps for printing a 
document. 
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If you don't see the printer you want to use on the Printer pop-up Ust, you 
need to install a printer driver for it. Refer to chapter 4, Installing Applications 
and Devices for information. To find out more about how to edit text in boxes, 
read "Editing Text in Fields" in chapter 7 (Editing and Formatting Text). 

When you're printing on letterhead stationery, check to see how much space 
you need to leave for the imprint and adjust the document, header, and footer 
margins accordingly. If you routinely print your documents on letterhead, you 
might create stationery for it with the margins preset. To fmd out how to do 
this, read "Creating Customized Stationery" in chapter 5, (Creating and Using 
Documents). 




Printline from Xhe Out Box 



If you're connected to a printer, PenPoint prints the document; otherwise it 
stores the document in the Out box with your print instructions. Later when 
you're connected to the printer, PenPoint prints the documents in the order 
that they're listed in the Out box. To tell PenPoint you're ready to print: 

■ tap the Out icon on the Bookshelf to open the Out box. 

■ tap the box next to the printer name in the Enabled column. 

When you do so, PenPoint begins printing the documents. (If you connect to a 
TOPS printer, PenPoint automatically prints the documents even if you don't 
check the Enabled box.) 

If you need to print one of the documents that appears later in the queue, you 
can change the printing order by moving the document you want to print to 
the top of the list. 



Printline "Embedded Documente 



When you print a document, the PenPoint operating system also prints all its 
embedded documents. If the embedded document is closed, PenPoint prints 
only its icon and title. If the embedded document is open, PenPoint prints the 
portion that's showing. You can resize the embedded document to print more 
or less of it, or you can use the Print Entire Document command on the 
embedded document's Print Setup menu. 

The main document's Print Setup option sheets set the orientation and paper 
size for the embedded document and suppress other Print Setup options for the 
embedded document, such as margins, headers, and footers. If you want to 
format the embedded document with its own margins and headers and footers, 
you can do so by setting the Print Setup options for the embedded document 
and then selecting Print Entire Document. The PenPoint operating system 
prints the embedded document starting on a new page using the settings you've 
selected and then returns to the options for the document that contains it. 
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Choose Print Setup from the 
embedded document's Document 



menu. 



^ If the Layout sheet isn't displayed, 
tap the arrow on the title line to 
see the list of sheets and tap 
Layout, 

2 The PenPoint operating system 
prints whatever shows on the screen. 

^ To change what portion of the 
document PenPoint prints, 
resize it. 

■*■ Or, print the entire document 
without resizing it by choosing 
Print Entire Document from the 
Formatting category. 

'*' If an embedded document is near 
the end of a page, select Keep on 
Same Page to prevent the 
contents from being split between 
two pages. 

^ To make sure that an embedded 
document always begins on a new 
page, select Begin on New Page. 

3 Tap Apply & Close. 



To avoid printing an embedded document (open or closed), you can move it to 
the cork margin. See chapter 5, Creating and Using Documents, for details. 

To print the embedded document without printing the main document, choose 
Print from the embedded document's Document menu. 



If an embedded document is open, 
PenPoint normally doeen't print the menu 
and title line, bordere, and ecroW margins, 
However, eome applications may print 
these elements. The guide that comes with 
the application will tell you how the 
application treats these elements when 
you print a document. 
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To send or receive documents and information, connect the PenPoint computer 
to equipment such as the GO Fax/Data cartridge. After you install a driver for 
the equipment, you can use applications such as a fax or electronic mail service, 
or an information service. 

As you do with the Print command, you can choose the Send command for a 
document at any time. If you're not connected to a fax/data modem, the 
PenPoint operating system stores the documents in the Out box with your 
mailing instructions. When you reconnect the modem, PenPoint automatically 
sends mail from the Out box and receives incoming mail which it places in the 
In box in the section for the appropriate service. 

To send mail, select a document from the Table of Contents (or turn to the 
document) and choose Send from the Document menu. You'll see a pop-up list 
of the services you've installed on the computer. When you choose a service, 
you'll see a dialog sheet asking you for the appropriate mailing information. 
Consult the guide that comes with the application for instructions on 
addressing and sending your mail. 

To read incoming mail, copy it from the In box to the Table of Contents. 
When you do so, PenPoint displays the Import sheet so you can choose an 
application to use with it. 



Further information on sending and 
recemni^ documents will be included in the 
next version of Using FenFoint. 
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Arlanaging the contents of the PenPoint computer is similar to managing the 
contents of a loose leaf binder. Periodically, you remove pages you've finished 
working with or won't need until a later date. Some documents get discarded, 
others copied for your files or for a colleague. You perform these filing tasks by 
copying and moving documents to and from disks. 

You'll most often transfer documents from the PenPoint computer to a disk: 

■ to keep backup copies on a disk 

■ to use the space in the Notebook most efficiently 

■ to work with them on a PC. 

You'll most often transfer documents to the PenPoint computer from a disk: 

■ to move documents stored on a disk back to the PenPoint computer so you 
can work on them again 

■ to work on a document created by someone else 

■ to restore an earlier version of a document 

■ to work on documents created on a PC. 

You can transfer documents between the PenPoint computer and any connected 
volume (disk), such as the GO floppy disk. If you're using a new floppy disk, 
PenPoint will prompt you to format it when you insert the disk in the disk 
drive. If you have PenPoint TOPS, you can transfer documents to and from a 
PC disk or network disk. (Chapter 13, Setting up Your Computer explains how 
to connect the PenPoint computer to a GO floppy disk or to a PC; Connecting 
to a Personal Computer explains how to use TOPS with a PenPoint computer.) 

You transfer documents by copying or moving them from the Notebook Table 
of Contents to the Disk Manager which is a table of contents for the 
documents on a disk. 

The PenPoint ^ operating system stores documents in its own format, but if 
you have compatible applications you can continue working on them on a PC 
by changing the file format on the export sheet when you copy it to disk. 
Conversely, you can work on documents created on a PC by choosing a 
PenPoint application on the import sheet when you copy it to the Notebook. 
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To copy a document to a floppy disk: 

1 Connect the PenPoint computer to 
a disk drive. (If the disk you 
inserted displays the automatic 
installation dialog, tap f Close to 
dismiss it.) 

2 Tap y the Disks icon on the 
Bookshelf. 

The Disk Manager floats on the 
page. 

3 Tap f the icon for the connected 
disk to see what's on the disk. 



^ 



Notebook: Contents 
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4 From the Notebook Table of 
Contents, tap press ,Y the document 
or section you want to copy, and 
then drag it where you want it to go 
on the Disk Manager table of 
contents. 

5 Tap f the close corner when you're 
done. 
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Vy henever the PenPoint computer is connected to a disk, you can display a 
Disk Manager to find out what's on that disk. 

You'll usually open the Disk Manager from the Bookshelf by tapping the Disks 
icon. (The Disk Manager is also in Tools.) 

You'll see an icon for each type of connected disk drive at the top of the Disk 
Manager, For example, if you have both a floppy and hard disk drive connected 
to the PenPoint computer, you'll see the icon and the name of each drive. 



For information about getting files to or 
from a FC on a network, see Connecting to 
a Fer6ona\ Computer. 
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Q? Customers 12 
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Disks 




1 Connect the PenPoint computer 
to a disk drive. (If a disk you 
insert in a floppy drive displays the 
automatic installation dialog, tap f 
Close to dismiss it.) 

2 Tap f the Disks icon on the 
Bookshelf to float the Disk 
Manager. 

3 Tap f the disk icon to open the 
disk and see what's on it; tap it 
again to close it. 

^ Flick up I on the page to scroll the 
Disk Manager's table of contents. 
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Directories organize information on 
a disk. They may contain PenPoint 
documents and sections as well as 
PC files and subdirectories. 

^ Document created on a PenPoint 
computer. 

^ Document created on a PC. 

■*■ Document created on a PenPoint 
computer but exported in a PC 
file format. 

To see the contents of another 
floppy disk, draw a cross out X over 
the disk icon to eject the disk and 
insert another floppy disk. 



5 Tap y the close corner when you're 
done. 



If you connect to another disk drive while 
working with the Disk Manager or 
reconnect to a volume on a network and 
you don't see the volume's icon, choose 
Refresh from the View menu to display it. 
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When you copy or move a PenPoint section to a disk, PenPoint treats it as a 
unit, not as separate documents. When it's on a disk, you can't expand the 
section or move the contents around within it as you can on the Notebook 
Table of Contents. To see the documents contained in the section, move it back 
to the Notebook. 

You can eject a disk by drawing a cross out X on the disk icon (or by choosing 
Eject & Forget). When you do so, PenPoint closes the icon and ejects the disk. 
If you want to copy documents from that floppy to another, draw the letter E 
on the icon (or choose Eject & Remember). PenPoint ejects the disk but 
remembers what's on it so you can copy the contents to another disk. To close 
the disk icon without copying anything at all, tap it. 



Here's a shortcut for ejecting a disk: 
dra'H the letter E on the I9isl<s icon on 
the Dookehelf. You can do tliis even if 
the I^isl< Manager is closed. 
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ng Out More About What's on a Disk 



The Disk Manager menus are similar to the Table of Contents menus. 
Commands on the View, Sort, and Show menus give you more information 
about a document, such as its size, the type of application used to create it, and 
the date on which you last changed it. You can use these commands, for 
example, to see which is the most recent version of a document you've stored 
on a disk. 
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Use the Show menu to display the 
Size or Date on which a document 
or section was last modified. 

Use the Sort menu to sort the 
contents by Name, Date, Size, or 
Type from the Sort menu. 

Expand or Collapse the contents of 
a directory from the View menu. 

To fmd out the total space on a disk 
and the amount of space remaining, 
draw a check v^ on the disk icon. 

^ If the Volume sheet isn't 
displayed, tap f the arrow on the 
title line to see the list of option 
sheets and tap Volume. 

The Volume sheet also tells you 
whether the disk is Read Only; that 
is whether you can copy or move 
information onto the disk (if you 
can, Read Only will be No). 



The position of the tab on the upper right side of the disk determines whether a 
disk is read only. If the tab blocks the hole, the disk is read only. Push it down 
to copy or move information to the disk. 

Just as you can choose an icon style for Bookshelf icons, you can choose an icon 
style for disk icons from the Icon option sheet. (Draw a check k/ on the icon. If 
the Icon option sheet isn't displayed, tap the arrow on the title line to see the 
list of option sheets and tap Icon. Tap to choose an icon style.) 



You can also choose About from the 
Volume menu to see the option sheets. 
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Creating New Directories 



You can organize the contents of a disk by creating a directory and then moving 
PenPoint sections, and documents, as well as PC files, into it. 
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1 Tap f the Disks icon on the 
Bookshelf to float the Disk 
Manager. Tap the icon for the 
connected disk to see what's on the 
disk. 

2 Choose Create Directory from the 
Edit menu. 



U New Hires 
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3 Double tap .f to open the directory. 

4 Move a document into the 
directory by pressing f on the 
document title and then dragging it 
so that the pen point is aligned with 
the Empty placeholder document. 
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Tha Pisk Manager is preeet to list titles 
alphabatically, eo tha newdiractory is 
placed under the d'e. You can rename it in 
tha usual way. 
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Ran^ming a Disk aY\d \te Documevxte 



You can rename the label for the entire disk by drawing a circle o on the icon 
and changing it in the edit pad or by choosing About from the Volume menu 
and writing in a new name of up to 1 1 characters. To rename a document or 
directory, draw a o on the title and change it in the edit pad or choose the 
Rename command from the Edit menu. 

To review the procedures for renaming a document see chapter 5, Creating 
and Using Documents and "Editing Fields" in chapter 7 (Editing and 
Formatting Text). 



Dalaling Documents from tha Disk Manager 



To delete a document from a disk, draw a cross out X through the title, or select 
the title and choose Delete from the Edit menu. You'll see a confirmation 
message. 



Craajting Disk Managar Stationary 



If you often connect the PenPoint computer to several disks, for example to a 
PC on a network, you may find it more convenient to create Disk Manager 
stationery that's preset for the disk you use most often. 

You create Disk Manager stationery by copying the Disk Manager into the 
stationery notebook. If you want, you can add it to the Create menu by tapping 
its Menu box in the stationery notebook. You can then create a new document 
in the usual way by drawing a caret /\ in the table of contents where you want 
the stationery to go, and selecting a piece of Disk Manager stationery from the 
Create menu. 

You work with the Disk Manager document as you would any document. That 
is, you can float it, move it to a different location in the Notebook, and attach a 
tab to it. 
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Transferring Documents 



Transferring Documents and 5ect\one to and from the Notebook 



You transfer documents and sections from the PenPoint computer to a 
PenPoint or PC disk by copying or moving them from the Notebook to the 
disk's table of contents as shown on the Disk Manager, 

Transfer documents to disk to make backup copies, free up more room on the 
PenPoint computer, and keep the notebook up-to-date. If you want to continue 
working on a document on another computer, you need to export it in the 
appropriate file format. See "Converting a PenPoint Document to a PC 
Format" in this chapter. You can copy all of the contents of a PC directory to 
the PenPoint computer, but not the directory itself 
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To copy a document or section to a disk: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap y the Disks icon on the 
Bookshelf to float the Disk 
Manager. 

3 Tap )f the icon for the connected 
disk to see what's on it. 

4 From the Notebook Table of 
Contents, tap press ,f the title of 
the document or section you want 
to copy, and then drag it where you 
want it to go on the Disk Manager 
table of contents. 

5 Tap y the close corner when you're 
done. 
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If you already have a copy of the document on a disk, PenPoint gives it the 
same name and adds a number, for example Document 1. To delete the 
previous version, draw a cross out X on its title. 

Most of the time you'll want to see what's on a disk before you copy or move a 
document to it, so you can see where to put the document. However, you can 
transfer a document to a disk even when the icon is closed. When you open the 
icon later, you'll see the document listed alphabetically with the other contents 
on disk. 
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I Transferring Documents Between Disks 



You can use the Disk Manager to transfer documents between disks. You might 
do this to consohdate all the client documents stored on various floppy disks to 
one disk, or to make a copy of a document you keep on your hard disk. 

To copy a document from a hard disk 
to a floppy disk: 

1 Connect the PenPoint computer to 
both floppy and hard disk drives, 
and insert a floppy disk. 

2 Tap y the Disks icon on the 
Bookshelf to open the Disk 
Manager. 
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3 Tap y the icon for each connected 
disk. 



4 Tap press .f then drag the 
document to its destination. 
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Sometimes the document you want to transfer to a floppy disk is stored on 
another floppy disk. Since you're using a single disk drive, you'll need to eject 
the first disk and insert the second to transfer the information. 
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til New Hires 




To transfer a document from one 
floppy to another: 

1 Connect the PenPoint computer to 
a disk drive and tap f the Disks 
icon to open the Disk Manager. 

3 Tap f the floppy disk icon to 
open it. 

4 Choose Eject & Remember 

from the Volume menu (or 
draw the letter E on the icon to 
eject the disk). 
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5 Insert a second floppy disk. 



6 Tap f the icon to see its contents. 



Copy or move the document from 
one disk to the other in the usual 
way. (PenPoint prompts you to 
reinsert the disk. Continue 
swapping disks until PenPoint 
completes copying the data.) 
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To close an icon, tap y it. 
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Copying and Duplicating Di5l<5 



The Volume menu has two commands that let you copy the contents of one 
disk to another disk. 

Choose the Duplicate command to make an exact copy of a floppy disk onto 
another floppy. If you duplicate a disk onto an unformatted disk, PenPoint 
automatically formats the disk. 

Choose the Copy Contents command to copy the entire contents of a disk to a 
location on another disk. When you do this, PenPoint creates a directory on the 
second or target disk with the same name as the disk you're copying and places 
the contents in it. You might choose this command, for example, if you wanted 
to back up the contents of your sales reports disk to your hard disk. 
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To duplicate a floppy disk: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap y the Disks icon to float the 
Disk Manager. 

3 Tap f the floppy disk icon to 
open it. 

4 Choose Duplicate from the Volume 
menu. 

PenPoint begins to duplicate the 
disk and shows you the amount it's 
copied. 



Afote ffom PanPoirii... 

Duplicaling: 
26% complete. 

Insert destination disk 



Insert a second floppy disk when 
PenPoint prompts you for the 
destination disk. (If the disk is 
unformatted PenPoint formats it.) 

Insert the first floppy disk when 
PenPoint prompts you for the 
source disk. 

5 Continue swapping disks until the 
percent completed is 100% and the 
message is no longer on the screen. 
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To copy the entire contents of a floppy 
disk to a directory on a hard disk: 

1 Connect the PenPoint computer to 
both a floppy and a hard disk drive, 
and insert a floppy disk. 

2 Tap f the Disks icon to float the 
Disk Manager. Tap y the hard disk 
icon to open it. 

3 Tap press .f the floppy disk icon 
until you see the double marquee. 

4 Drag the disk icon to its destination 
on the hard disk. 

(If you're dragging it into a 
directory, lift the pen when the 
disk icon is aligned with other 
documents within the directory.) 
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You can also copy the contents of a disk 
by choosing Copy Contente from the 
Volume menu, and then dra^^lm^ the disk 
icon to anotlier volume or directory on the 
Disk Manager, 
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Converting a FenFolnt Document 
to a FC Format 



PenPoint stores your documents in the PenPoint format. To work with a 
PenPoint document on a different computer, you need to convert the 
document from a PenPoint file format to one that is compatible with the 
application that you'll be using. Consult the manual that comes with your PC 
application if you're not sure what file formats the PC application accepts. 

You copy a document to disk with a different file format by exporting it. 

To export a document: 
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1 Connect the PenPoint computer to 
a disk drive. 

2 Tap y the Disks icon to float the 
Disk Manager and tap to open the 
icon for the connected disk. 

3 Select a document from the Table 
of Contents. 

4 From the Table of Contents, choose 
Export from the Edit menu. 

You'll see the title of the document 
you've selected surrounded by the 
double marquee which tells you it's 
ready to be copied. 
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5 Drag the document to its 
destination. 

If you're dragging it into a 
directory, lift the pen when the 
marquee is aligned with other 
documents in the directory. 

When you lift the pen, PenPoint 
displays the Export dialog sheet. 
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6 To rename the document, tap f the 
title to change it in the edit pad. 

^ Or, draw a X through the title 
and write in a new name. 

7 Tap y to select a file format. 

8 Tap y Export to export the 
document 

PenPoint transfers the document to 
disk, lists it alphabetically, and 
closes the Export sheet. 

^ Tap y Cancel to close the Export 
sheet without exporting the 
document. 



Refer to "Editing Text in Fields" in 
cliapter 7 {Editing and Formatting Text) 
to learn more about editing document 
names in fields. 
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In your Notebook you can have a document title that includes several words 
with spaces between them. On many PCs, however, the convention for naming 
documents requires titles of 8 characters followed by a period and 3-letter 
extension to identify the file format, for example NewProd.RTE 

If you don't shorten a long title and give it a file format extension, the PC may 
truncate it when you export it and the application you're using may not 
recognize it as a file. 

For example, if you export a document called New Botde Design in ASCII 
format, when you look at the document on your PC directory, you'll see a 
document entitled New_Bott with no file format extension. To avoid this, 
rename a document with a meaningful name followed by an appropriate 
3-letter extension for the file format. 
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Sometimes you'll want to work on documents originally created on the PC. 
For example, you might wish to add details to a sales plan prepared by a 
colleague. Or, you might decide to work further on a document you'd already 
exported to the PC. 

You transfer documents back to your Notebook by copying or moving them 
from a disk to the Notebook. If you're copying a PC file or a document you 
previously exported, PenPoint automatically displays the Import sheet. You can 
then choose an application to use with it. 
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1 Connect the PenPoint computer to 
a disk drive. 

2 Tap y the Disks icon to display the 
Disk Manager and tap to open the 
icon for the connected disk. 



3 Tap press ,f the document you wish 
to import, and then drag it to a 
location on the Table of Contents. 

PenPoint displays the Import sheet. 
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4 To change the document name, 
tap y the title to change it in the 
edit pad. 

^ Or, draw a X through the title 
and write in a new name. 

5 Tap y to select an application. 

6 Tap f Import to import the 
document. 

PenPoint copies the document to 
the Notebook and closes the Import 
sheet. 

^ Tap f Cancel to close the Import 
sheet without importing the 
document. 
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If you want to copy a file to the Notebook without converting it to a PenPoint 
format, choose Placeholder from the Import to options. You might do this, for 
example, to use the Notebook to transfer a file from one PC to another. If you 
turn to the document in the Notebook, PenPoint asks you which application to 
use with it. 
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Before you can use a disk in the GO Floppy disk drive, you need to format it. 
The first time you put an unformatted disk into the GO floppy drive you'll see 
a message asking you to choose a disk size for formatting. 
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1 Connect the PenPoint computer to 
a floppy disk drive and insert an 
unformatted disk into the drive. 

You'll see a message informing you 
that the disk needs to be formatted. 

2 Choose a disk size. 

(If you don't know what the size is, 
eject the disk and check the size 
that's written on the metal shutter) . 

If you've mistakenly inserted a disk 
with information on it you want to 
keep, tap y Cancel to eject the disk. 

3 Write in a name (up to 1 1 
characters) for the disk (Or, 

tap y the field to display an edit 
pad and write it in the pad.) 

4 Tap y Continue. 

You'll see a message that shows you 
that the format is in progress. 

When PenPoint finishes formatting 
the disk, the message disappears 
and if you have the Disk Manager 
open, the disk icon appears there. 



You can also format a disk from the Disk Manager by choosing Format from 
the Volume menu. You might do this to format a disk to a lower density or to 
quickly erase its contents. 



if you get a message telling you that the 
disk is a write protected volume, make sure 
you don't need the information on it. Then 
push up the tab cover\n(^ the hole on the 
upper right side of the disk. 
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If you have to restart the computer while you're working with a document, 
you'll lose your most recent changes unless you have saved the document. 
PenPoint automatically saves your current changes each time you turn to 
another page of the Notebook. 

If you have something selected in a document, PenPoint doesn't save your 
changes even when you turn the page. You can make sure the changes are saved 
by selecting something on the page you turn to, or by undoing the selection in 
the document you're turning away from. 

To save your changes periodically without turning the page, choose Checkpoint 
from the Document menu. 

Sometimes you'll make changes to a document that you don't want to keep. 
You can go back to an earlier version of the document by choosing Revert from 
the Document menu. When you do this, PenPoint restores the document to 
what it was the last time you saved it. 



/ Package Design Letter 

Docutnent Edit Insert Case Format 



:17> 



Checi^point 
Revert 
Print... 
Print Setup.. 

Alaout... 



New World Foods If 
19271 Palm Bh'd. '^ 
Los Aiigeles, CA 90036 

February 17, 1991 
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FastPak Design 
3535 Mission St 
Houston TX 45321 

RE : New package design 



Dear Ms, Huerta; 



Ve need a new design for the plastic bottles for our 
condiments. 

Recently, an esecutive of a supermarket chain took a box 
of our samples home in order to try tiem before ordering 
our line, He briefly left the box on the kitchen floor where 
his son ran into itwitfi a tricycle, 

Our bottles should be able to withstand tie impact from a 
tricycle powered by a three year old, But four bottles of 
our new salsa broke, spilling their contents all over the 
floor. 

The eKecutive never got a chance to try our product 

Can you design a lightweight, recyclable, 8 02, plastic 
botde that won't break under moderate impact? I'll be 
tra.yelling nest week, but you can fas me suggested 
roposalsat415/ 345-9833, 
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To save your current changes while 
working on a document, choose 
Checkpoint from the Document 
menu. 

To restore an earlier version, choose 
Revert from the Document menu. 
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As with any computer, it's advisable to back up your Notebook periodically by 
copying it to a disk. Then if you have an error that causes you to lose data, you 
can restore your Notebook to its original configuration. 

To find out how much space the Notebook will occupy on the disk, choose 
About from the Table of Contents' Document menu and check the Filed Size. 
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To back up the Notebook: 

1 Tap y the Disks icon to open the 
Disk Manager. 

2 Tap y to open the icon for the disk 
to which you want to copy the 
Notebook. 

3 Drag the bottom handle of the page 
up to see the Notebook icon. 
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4 Tap press ,f the Notebook icon 
until you see the double marquee, 
which tells you it's ready to be 
copied. 

5 Drag the Notebook icon to the disk. 

Once you've copied a notebook to a 
disk, PenPoint treats it as if it were a 
section. You can't open it unless 
you move or copy it back to the 
Notebook. 



If you have turned or\ Zooming Documente 

on the Safeguards Freferencee sheet, you 
can close the Notebook by tapping the 
close comer and then dra^ the Notebook 
icon to a location on the Disk Manao^er. 
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Reetom0 Your Notebook 



When you have an error that causes you to boot the computer, PenPoint installs 
the default Notebook. If you've backed up your Notebook, you can copy it to 
the computer and delete the default Notebook, (Booting the computer is 
covered in chapter 12, Learning More About PenPoint.) 



To restore your Notebook after booting 
the computer: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap f the default Notebook's close 
corner. 

^ If you don't see a close corner, 
tap Allowed for the Zooming 
Documents category on the 
Safeguards Preferences sheet. 

3 Tap y Disks to open the Disk 
Manager and tap f the icon for 
the connected disk to open it. 

4 Tap press .^ the title of the 
Notebook you want to copy and 
drag it to the Bookshelf 
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5 Tap )(' the Notebook icon to open 
it. Draw a flick up I on the title line 
to zoom the Notebook so that it 
fills the screen. 

6 If you won't be using it, you can 
delete the default Notebook by 
drawing a cross out X over it. 



1: 
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If you're sharing your computer you might have several notebooks in it at the 
same time — one for each person. To learn how to create multiple notebooks, 
read "Accommodating Multiple Users" in chapter 12 (Learning More About 
PenPoint). 
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CHAPTER 12 



Learning More 
About FenFo'mt 



USING PENPOINT 
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Mana^in^ Memory 



As you install applications and services in your Notebook and create more 
documents, you may reach a point where you are using most of the memory in 
your computer. Before you run out of memory, you'll see a message advising 
you to save your current work and make more room in the Notebook. To work 
with the memory in your computer most effectively: 

■ Delete documents you're no longer using. 

■ Deactivate applications, services, and handwriting profiles you're not 
currently using and deactivate or delete items on the Bookshelf. 




ng Out How Much Memory Something Ueee 



The items in the Notebook use different amounts of memory. Before deleting 
or deactivating something, you might check to see how much room it occupies. 

To find out which items you've installed in the Notebook take up the most 
room, check the size in the Installer. To do so: 

■ Tap the Installer icon to open the Installer. You'll see a column for the size 
on each sheet of the Installer. 

■ To see a different sheet, tap the arrow on the title line and tap the name of 
the sheet you want to see. 

To find out the size (in kilobytes) of a document you have stored on a disk 
choose Size from the Show menu. You can sort the titles by size choosing Size 
from the Table of Content's Sort menu. 

To see how much memory you have available in the Notebook, look at the 
Memory Usage Preferences sheet. To do so, tap y Preferences on the Bookshelf 
and tap the arrow on the title line to see the list of sheets. Then tap Memory 
Usage. To have enough memory for standard operations, make sure you have at 
least 500K free. 
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Things You Can Safely Delata or Deactivate 



The most efficient way to use the memory in your computer is to deactivate 
applications, handwriting profiles, and services you're not using. Deactivating 
them is a way of temporarily removing them; they're easy to reactivate. 

When you deactivate something, the PenPoint™ operating system deletes it 
from the computer but leaves a placeholder for it. Since PenPoint remembers 
the home volume, you can reactivate it in one step. To deactivate and reactivate 
something, use the Installer. (See chapter 4, Installing Programs and Devices 
for details.) 

Periodically, you can gain more room in the computer by deleting documents 
or sections you're no longer using. Before doing so, you might make a backup 
copy on a disk so that you can work with the documents at a later time. (See 
chapter 11, Filing Documents for information on transferring documents to 
and from the computer.) 

To make more room in the Notebook, you can also delete items on the 
Bookshelf For example, you can delete Help, which removes both Quick Fielp 
and the Help notebook, and copies of tools, such as Disks, the Keyboard, and 
the Clock. There are some Bookshelf items you can't delete: the contents of 
Tools, the Installer, the In and Out boxes, and the Stationery notebook. 



Oth^r \Naye to \Jee Memory Efficiantly 



If you've set the Access Speed to Accelerated on the Access document option 
sheet, you can turn to the document more quickly. But this option takes more 
memory than using the standard page turn speed. If you're low on memory, 
turn off this option. 

Some operations fragment memory. That is, PenPoint saves the information in 
smaller blocks distributed over a greater area than if it were in one continuous 
block. Thus PenPoint may sometimes not have enough contiguous memory to 
perform a task. If you get an out of memory warning, save your current changes 
by choosing Checkpoint from the Document menu and restart (warm boot) 
the computer as explained in the next section. 
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MANAGING MEMORY 



VVhatji You (3(5t an Out of Memory Message 

When PenPoint displays an out of memory message, restart (warm boot) the 
computer. Then you can free more memory by deactivating apphcations and 
services you're not using. 

To restart: 

■ Before restarting the computer, choose Checkpoint from the Document 
menu to save your current changes. 

■ Turn off the computer by pressing the Off button. 

■ To restart it, press the On button. Hold it down for a few seconds before 
releasing it. 

■ When you release the button, you'll see a message telling you that PenPoint 
is warm booting the computer. 

■ When the warm boot is completed, the message disappears and you'll see 
the Table of Contents. 
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If you're working with a document or tool and you find you can't continue 
working with it, the document may have firozen. You can still use other 
documents you created with the same application. However, you may have to 
take some steps to continue working with this one. 

When the document fireezes: 

■ Turn to the Table of Contents. 

■ Turn back to the document. You should be able to use it, but you may have 
lost changes you made since you last saved it. (It's a good idea to save your 
changes periodically by choosing Checkpoint from the Document menu or 
by turning the page.) 

■ If you turn back to the document and you still can't use it, PenPoint 
displays a message telling you that an error has occurred and then 
automatically turns to the Table of Contents. 

■ Restart the computer. (Press the On/Off button at the top right corner of 
the computer. Hold the button down for a few seconds and then release it. 
You'll see a message telling you that PenPoint is warm booting.) 

If you're unable to use the document after restarting the computer, duplicate 
the document by copying it on the Table of Contents and then try using the 
copy. If that doesn't work, go back to a copy you've stored on a disk, or use a 
document recovery utility. 
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If the screen goes blank or you find you can't do anything in the Notebook, 
then PenPoint may have fi^ozen. First try restarting the computer. If you're still 
unable to use the Notebook, you'll need to copy the PenPoint operating system 
from a GO floppy disk or hard disk. (This is called booting or cold booting the 
computer.) 



Reset button (inside hole) 



[U 



[■J 



FACE-DOWN VIEW 
(battery pack 



remove^ 



d) 



To boot the computer: 

1 Connect your computer to a GO 
floppy disk. (See chapter 13, Setting 
Up Your Computer to learn how to 
connect it). 

2 Turn on the computer. 

3 Put the first PenPoint disk into the 
floppy drive. 

4 Insert the end of a straightened 
paper clip into the hole that 
contains the reset button on the 
back of the computer. 

You'll hear a beep and the computer 
will display a message showing the 
PenPoint copyright information. 

PenPoint prompts you to insert the 
remaining disks. 

When PenPoint has been 
successfully installed you'll see the 
Table of Contents. 



When you copy PenPoint onto your computer, you'll see the default Notebook. 
To customize it, reinstall the applications and accessories you normally use, 
your handwriting profile and any preferences or personal dictionaries you've 
stored on a disk. You'll also need to copy the documents and sections you were 
last using back to your Notebook. 
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Vvhen several people share the same computer, each person may want to set it 
up differently. You can do this by: 

■ Creating an individual Notebook for each user. 

■ Creating an individual handwriting profile, personal dictionary, and 
preference set as described in chapter 4, Installing Programs and Devices. 

Before beginning to work, each person can copy her or his Notebook to the 
computer from a disk and then activate a handwriting profile, personal 
dictionary, and preference set. 



Creating Individual Hotebooke 



Even when you don't share the computer with several other people, you may 
find it more convenient to organize your work by creating individual notebooks 
for each primary topic, for example for each major client or project. 

The PenPoint computer comes with a default Notebook which you can replace 
with another notebook. The default Notebook and any additional notebooks 
you create are kept on the Bookshelf 



To create a Notebook: 

1 Draw a caret /\ on the Bookshelf 
where you want the new notebook 
to go. 

2 Choose Notebook from the Create 
menu. 




Help Piefeiences Tools Statjonery Disks Keyboaid Inslaller In Out 



248 



USING PENPOINT 

ACCOMMODATING MULTIPLE USERS 



> - 

Document Edit 



Note boo k; Co nte nts 
View Show Sort 



LJ Read Me First - 2 

U First Experience 3 

Ur Samples 4 

U New Product Ideas 5 

LJ Paci^age Design Letter 6 






Notebook i: Contents 



Document Edit Create View Show Sort 
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3 Tap to open the notebook. 

4 To close the default Notebook, tap 
the close corner. To remove it, 
move it to a disk using the Disk 
Manager. 

(You need to choose the Document 
Zooming option on the Safeguards 
Preferences sheet before you can 
close the current Notebook.) 

5 To zoom the new Notebook to its 
full size, draw a flick up I. (Draw a 
flick down | to unzoom it.) 

^ To close it, tap f the close corner 



Out Gbck Notebook Notebook 1 

11 ^1 B s a ii i> i 

Help Prefetenoes Tools Stationery Disks Keyboatd Installer In 



You treat the new Notebook as you do other items on the Bookshelf. To: 

■ Open it, tap its icon, 

■ Move it, press f the icon, then drag it. To copy it, tap press ,f the icon, 
then drag it. 

■ Set the icon options, draw a check s/ on the icon. 

■ Change the title, draw a circle o on the title to get the edit pad, and change 
it there. 

Once you've created a Notebook, you can keep a backup copy on a disk. Use 
the Disk Manager to copy it to a floppy or hard disk. See chapter 11, Filing 
Documents for information about the Disk Manager, 
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Tips on Navi^atin^ and Usin^ Documents 



Ivlost of the time when you navigate from one place to another in the 
Notebook, you use the Table of Contents, tabs, or hyperlink buttons. While 
working on a document, you might refer to other information by embedding a 
second document or tool in the cork margin. 

By combining these techniques for navigation and reference, you can make 
your work more efficient. For example, you can turn the Table of Contents into 
a control panel which contains embedded tools and documents or create a 
customized index that contains hyperlink buttons to documents. 



Turn ng the Table of Contente Into a Control Fanel 



The Table of Contents is the principal navigation tool in the Notebook, since 
from it you can turn to any page. 

To make it easier to refer to the Table of Contents while working with other 
documents, you can float it and then resize and position it in a convenient 
location. Whenever you next float the Table of Contents, it will reappear in the 
same place on the screen. (To float it from anywhere in the Notebook, double 
tap .f the Contents tab.) 

To turn it into a control panel, display the cork margin and embed hyperlink 
buttons, documents, and tools you routinely use while working on documents. 
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/ New Product Ideas 

Document Edit Insert Case Format 

TO ; Dick Hopkins 

FRO M : Enrique Fabbro 

DATE: February 2, 1991 

SUB JECT : New Product Ideas 

CC; Test Kitchens, Sara Sch-v^^rt2 



Dick -- 

I was fiddling around with some of my mother's old 
recipes the other day and I came up with several ways we 
might trj' to market eggplant which is a good stable 
vegetable . It's cheap to grow and it survives I'S'ell in cldo 
storage, and various preparations of it seem to hold up 
well on the shelf. I think tliese new products might be 
especially popular in tfie Southwest and in California 
where they're rediscovering vegetables. Let me know 
vrfiatyou think. -- Enrique 



,-' Notebook: Contents K^ 

Document Edit Create View Shov/ Sort 

Name 

D Cunerrt Products 2 

U Inventory 3 

LJ Standard Order Form 4 

LJ Pfopcjsed New Products 5 

U New Product Ideas 6 

U Capers 7 

D ChiliMi?^es 8 

Dsdes 9 
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To turn the Table of Contents into a 
control panel: 

1 Double tap .f the Contents tab to 
float the Table of Contents. (Make 
sure the floating preference is 
turned on.) 



2 Resize the Table of Contents by 
dragging the bottom or lower right 
hand corner. Position it by dragging 
the title line. 

Each time you float the Table of 
Contents it will appear in the 
same place until you reposition or 
resize it. 

To make it smaller, hide the menu 
line by drawing an M on the title 
line. (To display it when you need 
to choose a command, draw 
another M on the title line.) 



Eggplant dip 

(We'll need a catx:hy name for this.) This is a variation on 
babaganoush ttiati think will stand up vrell to long-term 
shelf stjorage. It involves roasting the eggplants (which Y'Ts 
can do in bulk) and then smashing them with garlic, 



Notebook: Conterits 



Name 

U Cunerrt Pioduds 

U Inventory 

LJ Standard Order Forr 



l^' fS*les by Regjonl! \ ToDd 



10:12 A.M, 



mv 



■\ f ve some 
top of the jar, 
e can find a 



Igor 
icchini and 



loaid Installer In Out 



3 Draw a C on the title hne to show 
the cork margin. 

In the cork margin you can copy 
tools you want to use, create new 
documents or embed existing ones, 
and insert hyperhnk buttons to 
other documents. 



Instead of using gestures to display or hide the cork margin and menu line, you 
can also choose Cork Margin and Menu Line from the Show category on the 
Access document option sheet. 
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Craafcing a Cuetomized Index 



You can make an index by creating a document on the Bookshelf that contains 
hyperUnk buttons to documents or places in documents to which you want to 
refer. 

When working with the index, you can float it on top of the current document, 
or resize the document and the index so that the index is tiled — arranged next 
to the document on the screen. 
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To create a tiled index: 
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1 Drag the bottom handle of the 
current document up. 

2 Create a document on the 
Bookshelf (Draw a caret y\ on 
the Bookshelf and tap f a piece 
of stationery.) 



Ljlf Custiomers 12 

Q Chain Stores .....13 

O Complaints to Acton 14 

G' New Bottb Design 15 

1_J Salsa/Dondiments 16 

Package Design Letter,.... 17 

Proposed New Design (5,2^1) 18 

il Bottle Design Sketch 19 

W MiniText" |^ " 1"^ 

Document Edit Insert Case Fornriat 



Cbok Notebook MlfiiTeMt 



.ij vi m 

Help Piefeiences Toob 



■ D!l SI -ij 

Slatbciery Disks Keyboati 




Instslter In Out 



Tap f to open the new document, 
and resize it so it fits beneath the 
current document. (Reposition the 
document by dragging the title line. 
Drag the corner handle diagonally 
to make it bigger.) 

To create more space in the index 
for hyperlink buttons, hide the 
menu line by drawing an M on the 
title line. (To display it when you 
need to choose a command, draw 
another M on the title line.) 
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Custorners W 

U ChairtSHStes 

U Complaints to Acton 

New BoVtb Design 

U Salsa^ondi merits 

Lj Package Design Letter 

Q Proposed New Design (3^(91) 

Bottle Design Sketch 

Revised Bottle FAX 
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MiniText 



4 Select a document from the Table 
of Contents or turn to the 
document you want to place in the 
index and select a location in it. 



5 Draw the hyperlink gesture © in 
the index. 



?! 

Help 



Piefeierices 



IP 
Tools 
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As you add buttons to the index, you can rename or rearrange them so that the 
index works like a menu. 

You can change the reference of a hyperlink button. In this way, you leave the 
button on the index, but reset the place to which it takes you. To reset the 
button, select a new location, and then triple tap :f the button to redefine the 
link and to relabel the button with the new location. 
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Setting Up 
Your Computer 
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This chapter contains information about connecting your GO Computer to 
various BaseStation modules, printers, and networks, and about caring for your 
computer. The diagrams show you how to make the physical connections to 
these devices. For information about how to use those connections once you've 
made them — how to print documents, install applications, and copy files to 
disk, see the appropriate chapters in this manual. 



SETTING UP YOUR COMPUTER 



Rechar^in^ the Battery 
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The battery will normally provide power for your GO Computer for four to 
five hours. If you use the battery to run a disk drive or other external device, 
you reduce that time. 

When the battery needs recharging, the computer sends you a message. There 
are two ways to recharge your computer's battery: 

■ The GO Travel Charger recharges a battery in eight hours. 

■ The GO Quick Charger charges a battery in about one and a half hours, 
and lets you operate the computer with external devices while charging. 



You may find it useful to buy a eecond 
battery, e>o you can always have one 
chart^ed and ready. 
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RECHARGING THE BATTERY 




Uem^ the GO Travel Charter 



You can connect the GO Travel Charger directly to the computer to: 

■ recharge the battery in eight hours 

■ operate the computer while conserving its battery power. 

The Travel Charger operates on current from 100-240 volts, and from 50-60 
cycles, so you won't need an adapter for the current in other countries. The 
Travel Charger starts charging when you plug it into the computer. If you 
interrupt the charging cycle by connecting a GO Floppy Drive or other device, 
you'll need to disconnect the drive or device, and remove and then reinsert the 
Travel Charger jack to start the charge cycle again. 

For this procedure you'll need the GO Travel Charger and its detachable power 
cord, which come with every GO computer. 



f 



Power cord to 
Travel Charger 
socket on — 
GO computer 



GO Travel Charger 



AC power 
connector 



To use the Travel Charger to recharge 
the battery: 

1 Unplug the Quick Charger or 
anything else that's attached to your 
GO Computer. The Travel Charger 
only charges your battery when it's 
the only thing attached to the 
computer. 

2 Plug the small end of the Travel 
Charger's cord into the Travel 
Charger jack on the top edge of the 
computer. 

3 Plug the other end of the Travel 
Charger's cord into a standard wall 
outlet. 



SETTING UP YOUR COMPUTER 

RECHARGING THE BATTERY 




Ue\r\(^ the GO Quick Charter 



The GO Quick Charger is an optional BaseStation module which you can 
use to: 

■ recharge the battery in one and a half hours 

■ power GO Computer and disk drive operations while recharging the battery 

■ connect to printers 

■ connect to a PC 

■ connect to a TOPS FlashCard 

■ connect to a disk drive 

■ attach a keyboard. 

Like the GO Travel Charger, the Quick Charger operates on current from 
100-200 volts, and from 50-60 cycles, so you shouldn't need an adapter for the 
current in other countries. As with the Travel Charger, you start a charge cycle 
when you plug the Quick Charger into the GO Computer. However, the 
Quick Charger will continue to charge the computer (at a much slower rate) 
even if you attach other devices. 

For this procedure you'll need a GO Quick Charger and a BaseStation cable. 
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GO Quick Charger 



BaseStation conncctoi 
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To recharge your GO Computer's 
battery with the Quick Charger: 

1 Plug the Quick Charger into a 
standard wall outlet. 

2 Plug the BaseStation cable into the 
BaseStation connector on the side 
of the Quick Charger and into the 
computer. Use either end of the 
cable; they're the same. 



AC power 
conncctoi 



/ 



BaseStation cable 
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Replacing the Battery 



You may need to install a fresh battery pack if you: 

■ use your computer for long periods of time without access to an outlet for 
recharging 

■ use the battery in your computer to run a disk drive for any length of time 

■ see a message on the screen telling you your battery is low. 



Ram jiving a 3attery 



when you turn the computer over you'll see the rectangular outline of the 
battery pack. 

Before you remove the battery pack, choose Checkpoint from the Document 
menu to save your work. Or you can turn the page. (The PenPoint™ operating 
system records the data as long as nothing is selected on the page before you 
turn away from it.) 



Battery pack 

\ 



To remove the battery pack: 

1 Turn the computer off. If you 
remove the battery while the 
computer is on, you may lose data. 

2 Tip the computer up so that the 
battery pack is on top, facing you. 

3 Use your thumbs to press the top 
edge of the battery pack (the 
bottom edge of the computer) 
down and towards you until it 
comes out. 



A small lithium battery inside the 
computer keeps your data safe while 
you're changing the battery pack. 



SETTING UP YOUR COMPUTER 

REPLACING THE BATTERY 




nst^lling a Battery 
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Power contacts 



Battery pack 








With the computer turned face 
down, gently but firmly press the 
battery pack into its slot until it 
slips comfortably behind the 
retaining lip of the computer. 



Power contacts 
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Connect'm^ to a Printer 



You can connect your GO Computer to a printer in the following ways: 

■ Use a GO Serial Printer Cable to connect directly to a serial printer. 

■ Use the GO Quick Charger and a standard serial cable to connect to a serial 
printer. 

■ Use a GO PC Cable — FlashCard to connect to a PC with a TOPS 
FlashCard and a connected printer. (For more information see "Connecting 
to a TOPS Network" later in this chapter and in Connecting to a Personal 
Computer.) 

Consult the GO Release Notes for a list of supported printers. Your printer 
must be on this list, be compatible with one that is, or be supported with an 
appropriate printer driver by GO or an independent vendor. 

Once you have a printer hooked up, you'll need to install it so that the 
PenPoint operating system will recognize it. For more information, see 
chapter 10 (Printing, Sending and Receiving Documents). 



Coniiactin^ Piractly to a Serial Printer 



For this procedure you'll need a GO Serial Printer Cable. You may also need an 
adapter. See the list of adapters below. 

To connect your computer directly to 
serial printer: 



BaseStation connector 




GO Serial 
Printer Cable 



1 Plug the GO Serial Printer Cable's 
nine-pin (male DB9) plug into the 
printer's serial connector. 

^ If your printer has a female DB9 
connector, you don't need an 
adapter. Otherwise you do. 

2 Plug the other end of the serial 
cable into the BaseStation 
Connector on your computer. 



SETTING UP YOUR COMPUTER 

CONNECTING TO A PRINTER 
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Seri^^l Printer Connectore And Adaptere 



If your printer has a female DB9 connector, you don't need an adapter for the 
GO Serial Printer Cable's male DB9 plug. If it has any other kind of connector, 
you need an adapter that has a DB9 connector on one end (for the GO cable) 
and the appropriate adapter on the other end. 



Printer's Connector 



Male DB9 



Adapter Heeded 

DB9 female on both ends 



Female DB9 
Male DB25 



Adapter Needed 

DB9 female on one end, 
DB25 female on the other 



Female DB25 



DB9 female on one end, 
DB25 male on the other 
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CONNECTING TO A PRINTER 



Conriecting to a iena\ Printar Through tha GO Quick Chargar 



For this procedure you'll need a standard serial cable, a Quick Charger, and a 
BaseStation cable. 



X 



/..,:■ 



Printer's 

serial 

connector 



Serial cable 

BaseStation ^ 
cable 



GO Quick Charger 



Quick Charger's 
serial connector 



BaseStation 
connector 



1 Plug a standard serial cable into the 
serial connector on the side of the 
Quick Charger. 

2 Plug the other end of the serial 
cable into the serial connector of 
the printer. 

3 Connect the Quick Charger to the 
computer with the BaseStation 
cable. 

^ If you don't want to use the 
battery, you can plug the Quick 
Charger into a wall outlet. 



You can a\eo use the Quick Cnarq^ev to 
connect to both serial and parallel printers 
via a TOPS network. See "Connecting to a 
TOPS Network" later in this chapter. 
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Usin^ a GO Floppy DnVe 
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You use the GO Floppy Drive to transfer documents and applications to and 
from floppy disks. You can connect the drive to the GO Computer directly or 
through the Quick Charger. With the disk drive you can: 

■ install new applications 

■ store documents created on the GO Computer 

■ free up more memory by transferring applications or documents to a 
floppy disk 

■ exchange documents v^ith colleagues. 

Use the Installer to move applications to and from floppy disks, and the Disk 
Manager to move documents. For more details, see chapter 1 1 , Filing 
Documents and chapter 4, Installing Applications and Devices. 

You can also connect to a floppy drive through a TOPS connection to a PC. 
For more information, see Connecting to a Personal Computer. 



Conrect\n(^ a GO Floppy Drive through the GO Quick Charter 



For this procedure you'll need a GO Quick Charger, a GO Floppy Drive, and a 
BaseStation cable. 



GO Quick Charger 



GO Floppy Drive 

R. 'lease button 



BaseStation 



BoseStotion 



Latch 



Manual eject 
button (inside hole) 



LED disk activity 
indicator 



To connect to a floppy drive through 
the Quick Charger: 

1 Slip the latch on the front of the 
Floppy Drive into the connector on 
the Quick Charger. 

2 Press the backs of the floppy drive 
and Quick Charger together. The 
units click into place when they're 
properly connected. 

3 Plug the BaseStation cable into the 
computer's BaseStation connector 
and the BaseStation connector on 
the Quick Charger. 



To eeparate the unite, preee the release 
button on top of the disk drive, then 
unhook the backs of the units and the 
latch at the front of the disk drive. 
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Conriacting Directly to a Pisk DriVa 



You can connect the GO Floppy Drive directly to the GO Computer, but it 
will run down your battery rapidly, so it's advisable only for short periods. 
Remember that if you connect the floppy drive to the computer while you're 
charging it, you'll have to disconnect the drive, remove and then re-connect the 
Travel Charger or Quick Charger to start the charge cycle again. 

For this procedure you'll need a GO Floppy Drive and a BaseStation Cable. 



GO Floppy Drive 



To make the direct connection: 



BaseStation 
coble 



BaseStation 
connector 



/ .. 



BaseStation 
connector 



1 Push one end of the BaseStation 
Cable into the computer's 
BaseStation connector. Both ends 
of the cable are the same. 

2 Push the other end of the cable into 
the floppy drive's BaseStation 
connector. 



Ca^t'w-v. Make eu^e tha disk dr'.ve \e or a 
eXav\e 3\x-rfacs. \^ '.X-^Joe over while it's 
running, it mi^l't damage t-ie f'.ovoy d'.e<. 
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If you're unfamiliar with floppy disks, take a moment to examine one. The 
metal shutter goes into the drive first. The disk's label area creates an obvious 
front or top side. The GO Floppy Drive stands vertically, so make sure that 
the large label area is facing left when you slip the floppy disk into the disk 
drive slot. 

The GO Floppy Drive uses 3.5 inch disks that hold 1.44 megabytes of 
information. These are compatible with the 3.5 inch disk drives of IBM- 
compatible computers. This means that IBM-compatible computers (using 
DOS) can read disks formatted by a GO computer or any PenPoint computer. 

■ A GO Computer or any computer using the PenPoint operating system can 
read 3.5 inch DOS-formatted floppy disks from PCs and perform basic file 
functions on them, such as copy, rename and transfer. 

■ You can work with data on compatible disks whenever the applications are 
compatible. 

If the GO Computer doesn't recognize a disk, you'll see a message asking you 
whether to format or eject it. If the disk has some data on it that you want to 
keep, choose Eject, because formatting will erase everything. 

For more about formatting and using disks, see chapter 1 1 , Filing Documents 
and chapter 4, Installing Applications and Devices. 

For this procedure you'll need a GO Floppy Drive connected to a GO 
Computer, either directly or through a Quick Charger, and a 3.5 inch floppy 
disk. In either case, you use the BaseStation cable to connect to the GO 
Computer. 



GO Floppy Drive 



To use floppy disks in a GO Floppy 
Drive: 



3.5" disk 



metal shutter /\5" 

lab 



1 Insert the floppy disk into the drive, 
metal shutter first, with the label 
facing the release button. 

2 Push the disk into the drive until 
you hear it click into place. 



The disk should q^o eae\\)j into the drive. 
If it doesn't, you've probably tried to insert 
it upside down. 
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Manually Ejecting a Dlek from the GO Floppy Prive 



You normally eject floppy disks from the GO Floppy Drive with the Disk 
Manager's Eject command, or by drawing an E over the disk icon. If that fails 
for some reason, you can eject a floppy disk manually. 

Use a straightened paper clip to push the manual eject button (inside the hole) 
until the disk pops out. 

GO Floppy Drive 



Manual eject button 
(inside hole) 



Paper clip 
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You can connect to a SCSI hard drive through the GO Floppy Drive. You can 
also connect to a hard drive through a TOPS connection to a PC. For more 
information, see Connecting to a Personal Computer. 

For this procedure you'll need a GO Floppy Drive and a SCSI-II to SCSI-1 
connector cable. 



SCSI hard drive 




GO Floppy Drive 



BaseStation 
cable 



BaseStation 
connector 



To connect a SCSI hard drive to your 
GO Computer: 

1 Use the SCSI-II to SCSI-1 cable to 
connect the hard drive to the SCSI 
connector on the back of the GO 
Floppy Drive. 

2 Connect the floppy drive to the 
computer with the BaseStation 
cable. 



With most types of SCSI drives (generally 
older ov\&e>) you may Y\eed a small-to-large 
(SCSI-1 to 5CSl-il) adapter. 
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Connect'm^ to a ?C 



You can connect your GO Computer to a PC equipped with a TOPS 
FlashCard to: 

■ exchange documents (files) with colleagues 

■ rename, move, copy, and delete documents 

■ use the PC's disk drives to store and back up PenPoint documents 

■ work with the contents of documents, when the PenPoint and PC 
applications are compatible 

■ use the PC as a gateway to a network. 

You can use a GO PC Cable — FlashCard to connect the computer to a 
TOPS FlashCard installed on a PC. You can also connect a Quick Charger 
to a FlashCard by using standard AppleTalk connectors. For more information 
about using TOPS to transfer files to a PC, or to use that PC as a gateway to a 
network, see Connecting to a Personal Computer. 
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You should mount the TOPS FlashCard in a slot on your PC and connect a 
TOPS TeleConnector to the DB9 connector on the FlashCard, and install 
TOPS network software on the PC before proceeding. For information, see 
your TOPS manual and Connecting to a Personal Computer. 

For this procedure you'll need TOPS software, a TOPS FlashCard for the PC, 
two TOPS TeleConnectors (one with a MiniDinS connection and one with a 
DB9 connection, both supplied with the FlashCard) a length of phone line, 
and a GO PC Cable — FlashCard. You may also need the terminator resistor 
that comes with the DB9 TeleConnector. 

To connect your GO Computer to a 
TOPS FlashCard: 



GO Computer 



BaseStation 
connector 



FlashCard 




Telephone line 



DB9 connector 
9 on FlashCard 



1 Plug the GO PC cable's Base- 
Station connector into the top 
end of the GO Computer. 

2 The PC — FlashCard cable ends in a 
MiniDinS connector. Attach that 
to the appropriate TeleConnector. 

3 Plug the ends of a telephone line 
into the MiniDinS TeleConnector 
at one end, and the DB9 
TeleConnector at the other. 

4 Then plug the DB9 TeleConnector 
into the FlashCard on the PC. 

^ This TeleConnector has two 
plugs. If you're not attaching 
another device, you'll need to 
insert the terminating resistor 
supplied with the TeleConnector. 
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Comectmq to a TOPS FlaehCard through tha GO Quick Charter 



You should mount the TOPS FlashCard in a slot on your PC and install TOPS 
network software on the PC before proceeding. See your TOPS manual and 
Connecting to a Personal Computer iot details. 

For this procedure you'll need TOPS software and a TOPS FlashCard for the 
PC, a GO Quick Charger and BaseStation cable, a length of phone line, and 
two TOPS TeleConnectors. You may also need the terminator resistor that 
comes with the DB9 TeleConnector. 

To connect your GO Computer to the 
TOPS FlashCard through a Quick 
Charger: 



GO Computer 



BaseStation 
connector 



MiniDin 8 



Quick Charger'' Telephone / 




BaseStation 
coble 



1 Plug the BaseStation cable into the 
top end of the GO Computer and 
the Quick Charger's BaseStation 
connector. 

2 Plug the round end (MiniDinS) 
of the TeleConnector into the 
connector on the end of the Quick 
Charger. 

3 Plug the ends of a telephone line 
into the MiniDinS TeleConnector 
at one end, and the DB9 Tele- 
Connector at the other. 



Then plug the DB9 TeleConnector 
into the FlashCard on the PC. 

^ This TeleConnector has two 
plugs. If you're not attaching 
another device, you'll need to 
insert the terminating resistor 
supplied with the TeleConnector. 
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Vvith option cartridges you can add capabilities to your PenPoint computer, 
such as a modem used for E-mail or fax. 

For this procedure you'll need: an option cartridge, such as the GO Fax/Data 
Modem. 



GO Fax/Data Modem 



Option slot 




To install an option cartridge: 

1 Turn off the GO Computer. 

2 Slide the cartridge into the slot 
until you hear a click. 



To remove a cartnd(^e, eoiueeze the ed^ee 
together to release it, tlien slide it out. 
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Connecting A Keyboard 



Vv ith a GO Quick Charger, you can connect an IBM PS/2 keyboard to your 
computer. 




AC po e 
conni I >i 



GO Quick Charger 



GO Computer 



PS/2 keyboard 



1 Plug the PS/2 keyboard cable into 
the PS/2 connector on the side of 
the Quick Charger. 

2 Attach the Quick Charger to the 
GO Computer with the 
BaseStation cable. 

3 Plug the Quick Charger into a wall 
outlet. 
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The GO Computer has been designed and tested to high standards; it's built to 
travel. You can operate it while you're carrying it around. You can turn it upside 
down, store it on its side, pack it in a suitcase — treat it like a notebook. 

High humidity shouldn't be a problem, but the computer is not hermetically 
sealed and shouldn't be used outside in the rain, or if you see droplets inside 
the screen. The computer will operate over a wide range of temperatures 
(0-45 degrees C; 32-1 13 degrees F.) and you can transport and store it in 
sub-zero conditions. However, it's a good idea to let the computer reach room 
temperature before you turn it on. 

Of course, it's best to avoid testing the computer with sharp shocks, severe 
static electricity, or spilled liquids. The screen, in particular, has been 
constructed from very thin glass. 

A GO Leather Cover is available to protect the screen from being cracked or 
punctured. Watch out for sharp-cornered objects when you're packing the 
computer. Use the GO Carrying Case that comes with every computer for 
additional protection. When you need to clean the screen, use the spray 
solution we've provided. Avoid soap and water. 

Store the GO pen in its compartment in the top end of the computer to avoid 
losing it. Regular pens won't work with the GO Computer, so you might want 
to buy a spare to keep in a safe place. 
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Travel Charger jack 



TOP EDGE VIEW 



Option slot 


BaseStation 


Screen 


Pen storage slot 




connector 


contrast 


(cover shown in 


FRONT VIEW 






closed position) 



On/Off button 



The GO pen 



Pen-sensitive screen 



Y 



Reset button (inside hole) 



Battery pack 
(Contact points and 
insertion direction 
arrov/s located 
on underside) 



FACE-DOWN VIEW 
(battery pack 
removed) 




Battery power 
contacts 



Battery pack 
retaining lip 
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FRONT VIEW 



Release button 

BaseStation 

Connector 

to Quick Charger 

or GO Computer 



SCSI II - SCSI 
connector (to 
external hard 
drive) 



V.^ii^'*-- ■■. • :■ • • •> 




REAR VIEW 




Latch for coupling 
to Quick Charger 



Manual eject button 
(inside hole) 

Floppy disk 
insertion slot 



LED disk activity 
indicator 
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The GO Quick Charger 



FRONT/RIGHT-SIDE VIEW 



PS/2 keyboard plug 



Serial printer connector 




BaseStation cable connector 



REAR/LEFT-SIDE VIEW 



Coupling latch for 
GO Floppy Drive 



RS422 AppleTallc connector 
(serial/network port) 

Connector to GO 
Floppy Drive 

AC power connector 



BaseStation cable 



Power cord to wall socket 
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Power cord to 

Travel Charger 

jack on GO Computer 




AC power connector 



K^ 






1^ 









V.^. ' W'v 



\mx 



^^l:i:[ 



AC power cord 
to wall outlet 



X. 
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Glossary 



Access Speed An option on the Access document 
option sheet that shortens the time it takes to turn to a 
document. This option uses more memory than the 
normal page turn speed. 

Alignment An option on the Paragraph text option 
sheet that changes the placement of text within the 
margins of the page. Use this option, for example, to 
center a title or align text along the right margin rather 
than the left margin. 

Application A software program you install on your 
PenPoint computer. Applications add new capabilities to 
your computer. For example, if you add a spreadsheet 
application, you can work with spreadsheets on the 
computer. The MiniText application comes with the 
GO Computer. 

Apply A button on option sheets and some items of 
the Bookshelf Tap f Apply to tell the PenPoint 
operating system to carry out the options you've chosen. 
Before turning to another option sheet, be sure to tap 
Apply on the current sheet if you want PenPoint to 
apply your choices. 

Bookshelf An area at the bottom of the screen that 
contains tools and auxiliary notebooks to use while 
working with documents. Each item on the Bookshelf is 
represented by an icon — a small picture. 

Booting A procedure to restart PenPoint if an error 
prevents you from continuing to use the computer. 

Borders & Controls An option on the Access 
document option sheet that tells PenPoint whether to 
display the border (the outline surrounding the 
document), the title and menu line, and the scroll 
margins for an embedded document or tool. 

Boxed pad A writing pad divided into character 
boxes. In boxed pads, you write a single character in each 
box and then translate the text in the boxes before 
transferring it to the page. 

Busy clock An animated clock symbol that appears 
when PenPoint is carrying out a command that takes any 
length of time. 

Cancel A button on a dialog sheet or message that 
closes the sheet or message without changing anything. 

Character box A box in an edit pad or writing pad 
into which you write one character (letter, number, or 
punctuation mark). 

Checklist A list of choices on a menu, option sheet, or 
dialog sheet. A single line along the left edge of a 



checklist indicates that you can choose one option from 
it; a double line indicates you can choose one or more 
options. 

Checkpoint A command on the Document menu 
which you choose to save your current changes to a 
document. 

Close corner A gray triangle in the upper-left corner 
of a floating document. Bookshelf item, or Notebook. 
Tap f the close corner to close something. (The 
Notebook has a close corner when you've chosen the 
zooming option). 

Collapse A command on the View menu that closes a 
section in a table of contents so the titles in it are not 
displayed. 

Command A choice on a menu. Commands tell the 
PenPoint operating system what to do next. 

Cork margin A n area at the bottom of all documents 
where you can put aside hyperlink buttons, new 
documents, embedded documents, or tools. The cork 
margin may be hidden. Draw a C in the title line to 
show it. 

Create menu A list of the stationery you can use to 
create new documents. You add or remove stationery 
from the Create menu with the Stationery notebook, 
which holds all the stationery in the computer. 

Customized stationery A stationery document that 
you have modified and added to the Stationery 
notebook. You might customize stationery to add text 
such as a company address to a piece of stationery or to 
change the standard text and document options. 

Customization set A set of practice sentences in the 
Handwriting Customization tool that you copy to teach 
PenPoint how you write. 

Deactivate An Installer command that deletes 
something from the Notebook but leaves a placeholder 
for it so that you can easily reactivate it later. 

Deselect The action you take to make a selection go 
away, usually by tapping it. For example, on the Table of 
Contents you tap f to select a document title and tap it 
again to deselect it. 

Dialog sheet A form that the PenPoint operating 
system displays when you choose commands followed by 
an ellipsis (...). You use the dialog sheet to choose 
options and enter information that's needed before 
PenPoint can carry out a command. 
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Dictionary A personal dictionary to which you can 
add words, such as company names and acronyms. 

Directory A container for organizing documents on a 
disk. You can place PenPoint documents and sections as 
well as PC fdes and subdirectories in a directory. 

Disk Manager An auxiliary notebook on the 
Bookshelf that shows you what's contained on a floppy 
disk, hard disk, or network to which you've connected 
the PenPoint computer. 

Document A piece of stationery on which you enter 
information. Each time you choose a piece of stationery 
from the Create menu or Stationery notebook, you 
create a new document that occupies one page of the 
Notebook. 

Document option sheets Option sheets on which 
you note information about a document and set options 
for how PenPoint displays the document on the page. 
Document option sheets also provide information about 
the application. 

Drag The action of moving the pen across the screen 
without lifting it. 

Edit pad A boxed pad that contains text you want to 
change. You open an edit pad by drawing a circle o over 
the text. 

Embedded document A document inserted within 
another document, such as a spreadsheet table inserted 
in a text document. You can hide the borders of the 
embedded portion so that the printed result looks like 
one document. 

Embedded pad A large writing pad that you get by 
drawing a caret tap /\. The embedded pad begins where 
you draw the gesture and the text that's already in the 
document flows around it. 

Enable An option on the Page Setup dialog sheet. 
Print dialog sheet, and Printers option sheet in Tools 
that tells PenPoint that a printer is connected to the 
computer. Enabling a printer in one location 
automatically activates it in the other places. 

Expand A command on the View menu that opens a 
section in a table of contents so the titles in it are 
displayed. 

Export A command on the Table of Contents' Edit 
menu that lets you copy a document to a disk and 
simultaneously convert the file format to one you can 
use on another computer. 

Field The text area on forms, option and dialog sheets, 
and lists. You can write text directly in a field or tap y 
the field to open an edit pad. Fields often have specific 
functions and labels, such as Name field. Address field, 
and Telephone field. 



File Format The way an application stores 
information. A file format is usually indicated by a three 
letter extension at the end of a file name, for example, 
.TXT indicates that a document uses an ASCII text file 
format. 

First line offset The amount of space by which you 
indent the first line of a paragraph. 

Float To place a document, option sheet, dialog sheet, 
or Bookshelf item on top of the current page. Option 
sheets, dialog sheets, and Bookshelf items automatically 
float when you open them. You float documents by first 
choosing the document floating option on the 
Safeguards Preferences sheet and then double tapping .f 
the document's page number, icon, or tab. Float 
documents when you want to use two documents at the 
same time. 

Floppy disk A 3.5-inch disk that you format to use on 
the PenPoint computer. 

Font A text typeface that's used to display a document 
on the screen and to print it. You choose fonts for 
documents from the Text option sheets. Choose an 
on-screen PenPoint font and field text font from the 
Fonts & Layout Preferences sheet. 

Footer The text that runs along the bottom of each 
page. You can see the footer only when you print the 
document. 

Format (disk) To erase a disk and prepare it so 
PenPoint can record information on it. 

Format (text) To style text and position it on the 
page, for example, by selecting font and character styles 
and adjusting margins and line spacing. You format text 
with the Text option sheets. 

Gestures A symbol or letter you make on the 
computer screen with the special GO Pen. Gestures are a 
kind of shorthand that bypass or supplement the menu 
commands. Individual gestures are defined, with 
examples, in chapter 3, Drawing Gestures. 

GO Pen The special pen you use to write on the GO 
Computer's screen. 

Handwriting customization A sheet located in 
Tools to teach PenPoint how you make your letters. 

Handwriting profile The information that tells 
PenPoint how you write your letters. When you use 
Handwriting Customization, you modify the standard 
handwriting profile to create a personalized one which 
records the way you form letters. 

Header The text that runs along the top of each page. 
You can see the header only when you print the 
document. 
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Home path The location on a disk where the 
PenPoint operating system expects to find a file. 
PenPoint creates a home path when you first install an 
application or utility on the computer. 

Home volume The disk from which you installed 
applications or utilities on the PenPoint computer. 
PenPoint refers to the home volume when you save or 
update something, or when you deactivate and then 
reactivate it. 

Hyperlink button A marker you attach to a 
document so that you can instantly jump to it from 
elsewhere in the same document or different document. 

Icon A symbol — usually a small picture — that 
represents a document, an item on the Bookshelf, or an 
embedded document. 

Import To copy a PC document to the PenPoint 
computer. When you copy a PC document, PenPoint 
automatically displays an import sheet that lists the 
applications you can use with the document. 

In place An option on the Access Document option 
sheet for displaying an embedded document. When you 
choose In Place PenPoint displays the document where 
you embedded it instead of floating it on top of the page. 

Insertion point The place at which text is added to 
the page. For example, to use the software keyboard to 
add words to a document, you press f in the document 
where you want the new words to go. Doing so sets an 
insertion point that looks like a vertical line. 

Installer An auxiliary notebook on the Bookshelf that 
you use to add, remove, deactivate, and reactivate such 
items as applications, services, fonts, handwriting 
profiles, dictionaries, and preference sets. 

Keyboard A Notebook accessory that displays a 
software keyboard on the screen. You can tap on a key to 
place a character in text. You can also use an IBM PS/2 
keyboard with the GO Computer. 

Label The text that identifies icons, tabs, hyperlink 
buttons, and categories of choices on option and dialog 
sheets. 

Magnified text A command on the View text options 
sheet to increase the size of text on the screen without 
increasing the font size used for printing. 

Menu A list of commands located on the menu line. 
You choose a command by tapping f it. Most menu 
commands have equivalent gestures. 

Menu line The area at the top of the page that 
contains commands you choose to tell PenPoint what to 
do next. 

Notebook The structure that holds the documents 
you create. The first page of the Notebook is a Table of 



Contents. Each succeeding page contains a different 
document. 

Notebook tab An identifying label that you attach to 
any page in the Notebook for easy access. Tabs are 
arranged along the right side of the screen. You can turn 
directly to a page by tapping f its tab. 

Option sheet A PenPoint form that you use to set 

attributes for a document or for a selection in the 
document. For example, you can choose a font style for 
the text in a document from the Text option sheets. 

Page turn arrows Symbols on either side of the page 
number in the top-right corner of the page. Tap f one 
of these two arrows to turn one page forward or 
backward. 

Pop-up pad A small writing pad that you get by 
drawing a caret /\ . The pop-up pad floats above the text. 

Pop-up list Choices on an option sheet that are 
hidden until you display them by tapping y the current 
choice. 

Preferences A set of option sheets located on the 
Bookshelf that you use to customize the PenPoint 
operating system. For example, you can choose a 
different writing pad style from the Handwriting 
Preference sheet. 

Primary input An option on the Pen Preference sheet 
that sets the way you'll usually enter text. The choices 
are pen and software keyboard. 

Printers An option sheet in Tools that lets you set up a 
printer after you have installed its printer driver. You 
only set the printer options once for each printer you 
plan to use. 

Proof sheet A sheet you use to correct text on the 
page. You display it by choosing Proof from the Edit 
menu or by drawing a P over the text. The Proof sheet 
includes a list of alternatives for a mistranslated, 
misspelled, or unrecognized word as well as an edit pad. 

Reactivate An Installer command that copies a 
deactivated application or utility to the PenPoint 
computer. 

Restart To switch the computer off and then on again 
when you're working with a document or tool and you 
find you can't continue working with it. To restart, you 
press the On/Off button once. Then press it again and 
hold it down until you see the message that tells you the 
computer is warm booting. 

Revert A command on the Document menu that 
allows you to restore an earlier version of the document. 
Choosing this command changes the document back to 
what it was before you last turned the page or chose the 
Checkpoint command. 
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Ruled-Boxed pad A ruled writing pad in which you 
translate your writing into boxes so you can edit it if 
necessary before you transfer the text to the page. 

Ruled pad A writing pad with lines. The PenPoint 
operating system translates handwriting directly from a 
ruled pad to the page. 

Scroll To move a document to see parts of it that do 
not fit on the screen. Use flicks f I in the document, or 
the scroll handle, or arrows in the scroll margin to see 
the part of the document that's off the screen. 

Scroll margin The bar at the right or bottom of the 
screen that you use to see the part of the document 
that's off the screen. Drag the scroll handle — the small 
horizontal bar in the scroll margin — to bring the off 
screen portion into view. You can also flick on the scroll 
margin or the document. 

Search range The amount of a document you want 
PenPoint to search when it looks for text. You can search 
a whole document and its embedded documents, or you 
can limit the search by your choices in the Find & 
Replace sheet. 

Section A container you create on the Table of 
Contents for documents that you want to keep together. 
Section names appear in bold. Each section also has its 
own divider, which lists the documents it contains. A 
section can be expanded to show all the documents in it 
or closed to show the section name only. 

Select To indicate something for the next command to 
act on. Something that's selected looks different; usually 
the background darkens. 

Selection Something you've chosen on the screen, 
such as a title in the Table of Contents, that the next 
PenPoint command will affect. 

Signature pad A writing pad you use to add a 

signature to your correspondence. Your signature is 
printed as you wrote it; it isn't translated into typed text. 
Choose Signature Pad from the Insert menu of a 
MiniText document. 

Special characters Symbols that the PenPoint 
operating system uses to indicate Une breaks and 
paragraph marks. To see the special characters, choose 
this option from the View Text option sheet. 



Stationery A document you choose from the Create 
Menu or Stationery notebook to create a new, blank 
document of a specific type. 

Tab A marker attached to a document or section in the 
Notebook. Tap f a tab to go to the attached page. 

Tab stops A preset indentation in text. You set tab 
stops on the Tab Stops Text option sheet. To insert them 
in text, you draw an insert tab gesture ^ in front of the 
text you want to indent. 

Text option sheets Option sheets that allow you to 
style and format text. For example, you use Text option 
sheets to select a different font style and to change the 
placement of text on a page. 

Table of Contents A list of all the documents and 
sections in the Notebook. 

Title line The area of a document at the top of the 
page that contains the name of the document and the 
page-turn arrows. 

Tools Accessories including Handwriting 
Customization, the Disk Manager, a clock, and a 
software keyboard. You can add commercially available 
tools to Tools. 

Translate To convert your handwriting into typed, 
electronic text. You translate your writing by tapping the 
OK button on the writing or editing pad. 

Unrecognized character The symbol PenPoint 
displays if it doesn't recognize a letter you wrote in a 
writing or editing pad. The standard symbol is a 
question mark in a circle. You can change the symbol for 
the unrecognized character to an underscore symbol 
with the Unrecognized Character category on the 
Handwriting Preferences sheet. 

Volume A floppy disk, a hard disk, or any section of a 
hard disk designated as a separate drive. 

Writing pad A pad on which you write text that the 
PenPoint operating system translates into typed, 
electronic text. Writing pads come in different sizes and 
styles, such as boxed or ruled. 

Zoom An option that you can choose from the 
Safeguards Preferences sheet to increase the size of the 
document to fill the entire screen area. 
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About (Document menu), 113, 181, 237 

About (Volume menu), 221, 223 

Accelerated (Access Speed), 243 

Accept, using customization sets and, 138 

accessories, using cork margin and. 111 

Access sheet 

Access Speed, 181 

Borders & Controls category, 109 

changing display and, 203 

Cork Margin, 1 1 1 

customizing documents and, 113 

other ways to use memory efficiently and, 243 

turning Table of Contents into control panel and, 250 

using Document sheet and, 181 

Access Speed (Access sheet), 181 
Accelerated, 243 

accommodating multiple users, 247-248 

Active Size (Tide & Info sheet), 181 

adapters, serial printer, 26 1 

Add (Edit menu), 80 

adding 

footers, 208 

headers, 208 

page breaks to MiniText documents, 161 

signatures to documents, 167 

stationery to Create menu, 88 

text, 147 

words to dictionary, 166 

Add Printers sheet, 8 1 

adjusting writing pad size and shape, 133 

alarm, setting, 204. See also Clock 

Alarm sheet, setting alarm and, 204 

aligning pen, 1 23 

Alignment (Paragraph sheet), 159 

All (Pages pop-up list), 209 

Allowed (Zooming Documents category), 238 
floating documents and, 97 
zooming documents and, 1 00 



{Alt}, correcting text in writing pads by typing and, 135 

A.M., setting time and, 195 

applications 

changes to, 7 A 
deactivating, 76-77 
described, 7 
installing, 66—82 
from disk, 68-70 

Applications sheet, 68, 76 

backing up stationery and, 91 
using Document sheet and, 181 

Apply 

choosing options with, 25, 26 
copying formats or styles and, 162 

Apply & Close 

choosing options with, 26 

arrow down, gesture profile for, 41 

arrows. See page arrows; scroll arrows 

arrow up, gesture profile for, 41 

attaching Notebook tabs, 189, 190 

attributes, described, 23 

automatic installation, 70 

copying documents to floppy disk and, 217 
using Disk Manager and, 219 

Auto Shut Off option 

No, 197 

setting alarm and, 204 

using, 179 

Yes, 197 

backing up 

Notebook, 237-239 
stationery, 91 

Backward (Direction category pop-up list), 174 

BaseStation cable 

connecting directly to disk drive and, 264 
connecting GO Floppy Drive through GO Quick 

Charger and, 263 
connecting keyboard and, 272 
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connecting to serial printers through GO Quick 

Charger and, 262 
using floppy disks and, 265 
using GO Quick Charger and, 257 

BaseStation modules. See specific BaseStation module 

BaseStation port, 80 

basic gestures, 36 

batter (ies) 

installing, 259 
recharging, 255-257 

with GO Quick Charger, 257 

with GO Travel Charger, 256 
removing, 258 
replacing, 258-259 

battery pack, removing, 258 

Begin, using Letter Practice and, 137 

Begin on New Page (Formatting category), 109, 212 

Beginning (Start From category pop-up list), 174 

Between Lines (Paragraph sheet), 158 

bigger, making objects, 15 

black checkmark, 26 

bold 

gesture profile for, 41 

making text, 41 

styling text directly and, 155 

Bookshelf 
described, 6 
gestures on, 39 
illustrated, 6 
moving icons on, 28 
moving items on, 200 
seeing what's on, 1 6-22 

See also Disks; Fielp; In box; Installer; Keyboard; 
Out box; Preferences; Stationery; Tools 

booting 

described, 246 
PenPoint, when frozen, 246 
restoring Notebook after, 238-239 
See also cold booting 

borders, gesture profile for, 41 

Borders & Controls category (Access sheet), 109 
Show, 109 

borders of embedded documents, hiding, 41 

bottom handles, making objects bigger or smaller with, 15 

Boxed (Writing Pad pop-up list), 128 



boxed pads 

choosing, 128 

described, 128 

editing text in, gestures for, 38 

insert space in, 52 

pigtail in, 57 

setting insertion point in, with press, 59 

writing in, 120 

See also writing pad(s) 

Box Shape pop-up list, adjusting writing pad size and shape 
and, 133 

Box Size pop-up list, adjusting writing pad size and shape 
and, 133 

bracket, left, gesture profile for, 42 

bracket, right, gesture profile for, 42 

breaks 

line, inserting, 161 

page, adding to MiniText documents, 161 

paragraph, inserting, 161 

Bring to (View menu), 188 

busy clock, described, 1 1 . See also Clock 

Button (Show menu), 179, 180 

buttons, dismissing objects with, 13. See also specific button 

By Date (Sort menu), 182 

By Name (Sort menu), 182 

By Page (Sort menu), 182 

By Size (Sort menu), 182 

By Type (Sort menu), 182 



cables 

BaseStation cable, 257, 262, 263, 264, 265, 272 
GO PC Cable— FlashCard, 260-262, 268-270 
GO Serial Printer Cable, 260-262 
SCSI-II to SCSI-1 connector cable, 267 

Cancel 

deleting documents and, 1 04 
dismissing objects with, 13 
editing text in edit pads, 149 
translating handwriting and, 1 22 
writing in ruled pads and, 129 

caret, gesture profile for, 43 

caret tap, gesture profile for, 43 
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caring for GO computer, 273 

carrying case. See GO Carrying Case 

case. See GO Carrying Case 

Case menu, styling text directly and, 155 

changes 

saving, 74-75 

to applications, 7 A 

to services, 74 

changing 
date, 196 
display, 203 
edit pad style, 130 
home volume, 78 
icon size, 200 
line spacing, 158 
paragraph spacing, 158 
response time, 1 96 
time zones, 1 95 
writing pad style, 130 

characters 
adding, 147 

deleting, 124, 125, 148, 149 
selecting, 144 

Character sheet 

creating customized stationery and, 90 

Hidden, 163 

styling text with Text sheet and, 156 

chargers. See GO Quick Charger; GO Travel Charger 

check, gesture profile for, 44 

checking spelling, 165-166 

check lists, choosing options from, 25 

check marks 

dimmed, customizing documents and, 113 
styling text with Text sheet and, 156 

Checkpoint (Document menu), 77, 104, 236, 243, 244, 
245, 258 

check tap, gesture profile for, AA 

choosing 

boxed pads, 128 

field fonts, 198 

fonts, 198 

menu commands, 1 

options, 25—26 

page layouts, 207 

ruled-boxed pads, 131—132 



ruled pads, 129-130 

screen layouts, 199 

style of writing pads, 128—133 

writing pad size and shape, 133 

circle, gesture profile for, 45 

circle line, gesture profile for, 45 

circles, concentric, 1 1 , 34 

circle tap, gesture profile for, A6. See also hy^ctYink. buttons 

cleaning screen, 273 

Clear 

choosing ruled-boxed pads and, 131 
editing text in edit pads, 149 
using customization sets and, 138 
writing in ruled pads and, 129 

Clock 

described, 18 

using, 202-204 

See also alarm; busy clock; date(s); time; Tools 

clock sheet 

changing display and, 203 
setting alarm and, 204 

Close 

automatic installation and, 70 

choosing options with, 26 

closing Preferences sheet with, 17 

closing Tools with, 1 8 

copying documents to floppy disks and, 217 

dismissing objects with, 13 

finding text and, 170 

installing applications with, 68 

replacing text and, 172 

using Disk Manager and, 219 

close corners, dismissing objects with, 13 

closing 

icons, 227 
menus, 10 

cold booting, described, 246. See also booting 

Collapse (View menu), 179, 221 

Collate pop-up list 

printing documents and, 210 
Yes, 210 

commands 

described, 7, 10 

dimmed, 10 

giving with gestures and menus, 10—11 
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illustrated, 6 

See also gestures; menus/menu commands or specific 
command 

Complete word only, refining searches and, 175 

compound documents. 6'f'g' embedded documents 

concentric circles, 11, 34 

connecting 

keyboard, 272 
printers, 79-80 
SCSI hard drive, 267 
to GO Floppy Drive 

directly, 264 

through GO Quick Charger, 263 
to PC, 268-270 
to printer, 260-262 

to serial printer 

directly, 260 

through GO Quick Charger, 262 
to TOPS FlashCard 

directly, 269 

through GO Quick Charger, 270 

connector cable. 5^'d'SCSI-II to SCSI-1 connector cable 

connectors, serial printer, 261 

container documents, printing embedded documents 
v^^ithin, 212. See also embedded documents 

contents. 5^^ Table of Contents 

Contents tab, illustrated, 9 

Continue, formatting floppy disks and, 235 

control panel, turning Table of Contents into, 249—250 

converting 

PC documents to PenPoint documents, 233-234 
PenPoint documents to PC format, 230—232 

Copies, printing documents and, 210 

Copy (Edit menu), 153 

Copy Contents (Volume menu), 228, 229 

copying 

dictionaries, 72 
disks, 228-229 
documents 

from hard disk to floppy disk, 226 

to floppy disk, 217 
documents or sections to disk, 224 
formats, 162 
hyperlink buttons, 193 
Notebook objects, 28-29 



objects 

gestures for, 36 

with tap press, 63 
selections with tap press, 63 
styles, 162 
text, 152-153 

gestures for, 36 
to home, shortcut for, 75 

Copy to Home (Home menu), 74, 91 
connecting printers and, 79 

cork margin 

gesture profile for, 46 

turning Table of Contents into control panel and, 250 
using, 111-112 

using hyperlink buttons to move between pages and, 
193 

Cork margin, setting alarm and, 204 

Cork Margin (Access sheet) ,111 

Cork Margin (Show category), 250 

corner handles, making objects bigger or smaller with, 15 

correcting 

text in writing pad by typing, 135 

translations, 124-125 
with Proof sheet, 125 
in writing pad, 124 

cover. See GO Leather Cover 

Create 

copying dictionaries with, 72 

shortcut for creating handwriting profiles, dictionaries, 
or preference sets with, 72 

Create & Close, copying dictionaries with, 72 

Create Directory (Edit menu), 222 

Create menu, 84 

adding stationery to, 88 

creating customized stationery and, 90 

creating Disk Manager stationery and, 223 

moving documents into sections and, 185 

Notebook, 247 

pop-up, 86, 90, 105 

creating sections and, 1 84 
Section, 186 

using cork margin and, 111 
using to create documents, 85—86 

cross out, gesture profile for, 11, 47 

{Ctrl}, correcting text in writing pads by typing and, 135 

Current, described, G7 
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customization sets, using, 138—139 

customized indexes, creating, 251-252 

customized stationery, creating, 89-90 

customizing 

documents, 113 
handwriting, 136—141 
Help notebook, 201 

■ P 

dark check marks, styling text with Text sheet and, 156 

dark gray highlights, using customization sets and, 139 

date(s) 

printing, 208 
setting, 196 
See also Clock 

Date (Show menu), 180, 182, 221 

Date (Sort menu), 221 

Date Format, setting date and, 196 

Date sheet 

setting date and, 1 96 
setting preferences and, 194 

Day, setting date and, 196 

DB9 connectors, 261 

DB25 connectors, 261 

Deactivate (Home menu), 76, 77 

deactivating 

applications, 7G—77 

described, 66 

fonts, 77 

things you can safely deactivate, 243 

utilities, 76-77 

defining searches, 1 73— 175 

Delete (Edit menu), 104, 167, 223 

deleting or purging stationery and, 92 

deleting, 76 

characters, 124, 125, 149 
documents, 104 

from Disk Manager, 223 
Help notebook, 20 1 
hyperlink buttons, 193 
Notebook tabs, 189 
objects, gestures for, 36 
Quick Help, 201 
sections, 184 



stationery, 92 
text, 148 

gestures for, 36 
things you can safely delete, 243 

deselecting, described, 12 

device drivers, defined, 66 

devices, installing, 66—82 

dialog sheets 
described, 23 
using, 23-27 
See also option sheets or specific dialog sheet 

dictionar(ies) 

adding words to, 1 66 
changing home volume for, 78 
copying, 72 
creating, 71 

shortcut for, 72 

Dictionaries sheet, 72, 78 

dimmed check marks 

customizing documents and, 113 
styling text with Text sheet and, 156 

dimmed commands, 1 

dimmed options, 26 

direction, search, 173—174 

Direction category pop-up list. Backward, 1 7 A 

directories 

described, 219 
new, creating, 222 

disk(s) 

copying, 228-229 

copying documents or sections to, 224 

duplicating, 228-229 

ejecting, 220 

from GO Floppy Drive manually, 266 
finding out more about what's on, 221 
installing applications from, 68—70 
installing utilities from, 68-70 
renaming, 223 

transferring documents between, 226—227 
See also floppy disks; hard disk; volume (s) 

disk drive. See GO Floppy Drive; hard disk 

Disk Manager 

changing home volume and, 78 
deleting documents from, 223 
described, 18, 216 
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eject in, 49 
using, 218-223 
See also Tools 

Disk Manager stationery, creating, 223 

Disks, 20. See also Bookshelf 

dismissing objects, 13 

display, changing, 203 

Displayed (Seconds category), 195 

displaying 

Notebook tabs, 191 
option sheets, 24 

Display sheet, changing display and, 203 

Document Floating option, floating documents and, 178 

Document menu, 213 
About, 113, 181,237 

Checkpoint, 77, 104, 236, 243, 244, 245, 258 
Print, 22, 82, 110, 207, 209, 210, 212 
Print Setup, 109, 110, 157, 207, 208, 212 
Revert, 104, 236 
Send, 22 

document names, printing, 208 

Document Only (Search category pop-up list), 173 

document options, setting, 107 

documents 

adding signatures to, 167 

container, printing embedded documents within, 212 

copying, to floppy disk, 217 

creating, 84-113 

using Create menu, 85-86 

using Stationery notebook, 87—88 
customizing, 113 
deleting, 104 

from Disk Manager, 223 
described, 6 
editing text in, gestures for, 37-38 

embedded, 39, 107-110 

floating, 108 

hiding borders of, 4 1 

making full-page documents, 1 07 

moving, 107 

printing, 109-110,211-212 

using hyperlink buttons to move between pages 
and, 193 
existing, embedding, 106 
filing, 216-239 
finding out more about, 180—181 



floating, 97-98, 99, 178, 187 

frozen, restarting PenPoint when, 245 

full-page, making embedded documents, 107 

grouping into sections, 184—186 

moving into sections, 185 

navigating, tips on, 249-252 

new, embedding, 105 

in Notebook, 8-9 

PC, converting to PenPoint documents, 233—234 

PenPoint 

converting PC documents to, 233-234 

converting to PC format, 230-232 
previewing, 164 
printing, 82, 206-213 
receiving, 206-213 
renaming, 86, 102-103, 223 
saving, 104, 236 
scrolling, 93—96 
selecting, 144 
sending, 206—213 
setting options for, gestures for, 39 
spell in, 61 
transferring, 224-227 

between disks, 226—227 

to and from Notebook, 224-225 
turning to, 9 
using, 84-113 

tips on, 249-252 
zooming, 100-101 

Document sheet 

creating customized stationery and, 89 

customizing documents and, 113 

finding out more about documents and, 180 

setting print options for embedded documents and, 109 

using, 181 

cork margin and. 111 

document title line, gestures in, 39 

document titles 

editing text in, 150 
illustrated, 9, 179 

Document Zooming option, creating Notebooks and, 248 

double caret, gesture profile for, 47 

double flick down, gesture profile for, 48 

double flick left, gesture profile for, 48 

double flick right, gesture profile for, 48 

double flick up, gesture profile for, 48 
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double tap 

gesture profile for, 49 
to select words, 144 

Draw, scrolling documents and, 93 

drawing gestures, 34—64 

drive. See GO Floppy Drive; hard disk 

dt., adding date to headers and footers and, 208 

Duplicate (Volume menu), 228 

duplicating disks, 228-229 



editing 

fill-in fields on forms, 38 
overwrite fields on forms, 38 

text, 144-167 

in boxed writing pads, 38 

in documents, 37-38 

in edit pads, 38, 149 

infields, 150-151 

in labels and document titles, 150 

in ruled writing pads, 38 

Edit menu, 28, 29 
Add, 80 
Copy, 153 

Create Directory, 222 
Delete, 104, 167, 223 
Export, 230 
Find, 170, 171 

moving and copying text and, 1 52 
Options, 78, 156 
Rename, 86, 102,223 
Select All, 90, 144 
Spell, 165 

edit pads 

changing style of, 130 
editing text in, 149 
gestures for, 38 
using, 150 

eject, gesture profile for, 49 

Eject 

automatic installation and, 70 
using floppy disks and, 265, 266 

Eject & Forget, using Disk Manager and, 220 

ejecting 
disks, 220 

from GO Floppy Drive manually, 266 



Eject & Remember (Volume menu), 227 
using Disk Manager and, 220 

electricity, static, 273 

ellipsis, described, 23 

embedded documents 
floating, 108 
hiding borders of, 4 1 
making full-page documents, 107 
moving, 107 

printing, 109-110,211-212 

using hyperlink buttons to move between pages and, 1 93 
working with, 107-110 
gestures for, 39 

embedded writing pads 
adding text and, 147 
described, 126 
getting, 127 

embedding 

described, 84 
existing documents, 1 06 
new documents, 105 
tools, 106 

Empty, moving documents into sections and, 185 

Enabled, printing documents and, 82 

Enabled box, printing from Out box and, 211 

Enabled checkbox, 81,82 

Enabled column, printing from Out box and, 211 

existing documents, embedding, 106 

Exit 

analyzing progress and, 140 
using customization sets and, 139 

Exit Handwriting Customization 
analyzing progress and, 140 
using customization sets and, 139 
using Letter Practice and, 1 37 

Expand (View menu), 179, 221 

export, gesture profile for, 49 

Export (Edit menu), 230 

exporting 

described, 230 
documents, 230-231 

Export sheet 
described, 216 
exporting documents and, 231 
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female DB9 connectors, 261 

female DB25 connectors, 261 

field fonts, choosing, 198 

fields 

editing text in, 150-151 
fill-in 

described, 150 

on forms, 38 
overwrite 

described, 151 

on forms, 38 

text, described, 26 

Filed Size (Title & Info sheet), 181 
backing up Notebook and, 237 

File menu. Rename, 184 

filing documents, 216-239 

fill-in fields 

described, 150 

on forms, editing, 38 

find, gesture profile for, 50 

Find 

defining searches and, 1 73 
finding text and, 170 
replacing text and, 171, 172 

Find (Edit menu), 170, 171 

finding text, 170-175 

Find & Replace sheet 

defining searches and, 173, 174 
refining searches and, 175 
replacing text and, 171 

Find sheet 

finding text and, 170 
replacing text and, 171 

1st Line Offset (Paragraph sheet), 158 

First Page 

adding headers and footers and, 208 
printing documents and, 210 
Yes, 208 

FlashCard. 5^^ TOPS FlashCard 

flick down, gesture profile for, 5 1 

flick left, gesture profile for, 50 

flick right, gesture profile for, 50 

flicks, described, 93 



flick up, gesture profile for, 51 

floating 

described, 84 

documents, 97-98, 178, 187 
embedded documents, 108 
pages, 187 

floating documents 
moving, 99 
resizing, 99 

Floating Documents, floating documents and, 97 

floating option, setting, 97 

floppy disks 

changing home volume for dictionaries from one to 

another, 78 
copying documents from hard disk to, 226 
copying documents to, 217 
copying to hard disk, 229 
duplicating, 228 
formatting, 235 

transferring documents from one to another, 227 
using, 265—266 
See also disk(s) 

Floppy Drive. See GO Floppy Drive 

Font category, creating customized stationery and, 90 

fonts 

choosing, 198 
deactivating, 77 
field, choosing, 198 
symbol, 77 

Fonts & Layout sheet 

choosing PenPoint fonts and field fonts and, 198 
choosing screen layouts and, 199 
setting preferences and, 1 94 

Fonts sheet, 77 

Footer, adding headers and footers and, 208 

Footer Margin, adding headers and footers and, 208 

footers, adding, 208 

format(s) 

copying, 162 
described, 216 
PC, 230-232 

Format (Volume menu), 235 

Format menu 

For Printer, 164 
For Screen, 164 
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formatting 

floppy disks, 235 
text, 144-167 

Formatting category (Layout slieet), 109, 110 
Begin on New Page, 109, 212 
Keep on Same Page, 109, 212 
Print Entire Document, 109, 110, 212 

Formatting option, printing embedded documents and, 109 

forms 

fill-in fields on, 38 
overwrite fields on, 38 

For Printer (Format menu), 164 

For Screen (Format menu), 164 

frozen documents, restarting PenPoint when, 245 

frozen PenPoint, booting when, 246 

full-page documents, making embedded documents, 1 07 

function keys, correcting text in writing pads by typing 
and, 135 

fundamentals, 6-31 



Gesture, setting response time and, 1 96 

gesture profile(s) 

for arrow down, 4 1 

for arrow up, 41 

for bold, 4 1 

for borders, 4 1 

for bracket, left, 42 

for bracket, right, 42 

for caret, 43 

for caret tap, 43 

for check, 44 

for check tap, 44 

for circle, 45 

for circle line, 45 

for circle tap, 46 

for cork margin, 46 

for cross out, 11, 47 

described, 3, 11, 34 

for double caret, 47 

for double flick down, 48 

for double flick left, 48 

for double flick right, 48 

for double flick up, 48 

for double tap, 49 

for eject, 49 



for export, 49 

for find, 50 

for flick down, 5 1 

for flick left, 50 

for flick right, 50 

for flick up, 5 1 

for initial caps, 5 1 

for insert character, 52 

for insert space, 52—53 

for insert tab, 53 

for italic, 54 

for line through, 54 

for lower case, 55 

for menu, 55 

for new line, 55 

for new paragraph, 56 

for normal, 56 

for pigtail, 57 

for plus, 57 

for press, 58-59 

for proof, 59 

for quadruple tap, 59 

for question mark, 60 

for scratch out, 60 

for spell, 61 

for tab, 6 1 

for tap, 62 

for tap press, 63 

for triple tap, 63 

for underline, 64 

for upper case, 64 

using, 35 

gestures 
basic, 36 
on Bookshelf, 39 

for copying and moving text and objects, 36 
for deleting text and objects, 36 
described, 7, 10 
in document title line, 39 
drawing, 34-64 

for editing fill-in fields on forms, 38 
for editing overwrite fields on forms, 38 
for editing text in boxed and ruled writing pads, 38 
for editing text in documents, 37—38 
for editing text in edit pads, 38 
for getting help, 38 
giving commands with, 10-1 1 
illustrated, 6 
on Notebook tabs, 40 



INDEX 



297 



PenPoint, 36-64 
for scrolling, 39 
in scroll margin, 40 

for setting options for documents, text, and objects, 39 
in Table of Contents, 40 
using, 34-35 

for working with embedded documents, 39 
See also commands; menus/menu commands or specific 
gesture 

GO Carrying Case, 273 

GO Floppy Drive 
booting and, 246 

connecting, through GO Quick Charger, 263 
connecting to, directly, 264 
formatting floppy disks and, 235 
manually ejecting disks from, 266 
using, 263-264 
using floppy disks and, 265 
using floppy disks in, 265 
using GO Travel Charger and, 256 
using hard drives and, 267 

GO Leather Cover, 273 

GO PC Cable— FlashCard 

connecting to PCs and, 268—270 
connecting to printers and, 260—262 

GO pen, 273 
aligning, 123 
described, 7 

GO Quick Charger 

connecting GO Floppy Drive through, 263 

connecting keyboard and, 272 

connecting printers to, 80 

connecting serial printer to through, 262 

connecting to PCs and, 268—270 

connecting to printers and, 260-262 

connecting TOPS FlashCard to through, 270 

recharging battery and, 255 

using, 257 

using floppy disks and, 265 

using GO Travel Charger and, 256 

GO Release Notes, connecting to printers and, 260 

GO Serial Printer Cable, connecting to printers 
and, 260-262 

GO Travel Charger 

recharging battery and, 255 
using, 256 

gray checkmark, 26 



gray highlights, using customization sets and, 139 
grouping documents into sections, 184-186 

■ H 

handle (s) 

bottom, making objects bigger or smaller with, 15 
corner, making objects bigger or smaller with, 1 5 
scroll 

described, 95 

scrolling documents and, 96 

Hand Preference 

choosing screen layouts and, 199 
Left, 199 

handwriting 

customizing, 136—141 
translating, 122-123 

Handwriting, setting response time and, 196 

Handwriting Customization, 71 

accommodating multiple users and, 141 
customizing handwriting and, 136 
described, 18 
See also Tools 

handwriting profiles 

accommodating multiple users and, 141 
creating, shortcut for, 72 
renaming, 71 
saving changes to, 74 

Handwriting sheet, 67, 74 

adjusting writing pad size and shape and, 133 

choosing boxed pads and, 128 

choosing ruled-boxed pads and, 131 

choosing ruled pads and, 129 

correcting translations in writing pad and, 124 

printing in upper case and, 121 

setting preferences and, 194 

Upper Case Only, 138 

viewing, 67 

Handwriting Timeout, translating handwriting and, 123 

hard disk 

copying documents to floppy disk from, 226 

copying floppy disk to, 229 

using, 267 

See also disk(s); SCSI hard drive 

hard drive. See hard disk 

Header, adding headers and footers and, 208 

Header Font, adding headers and footers and, 208 
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Header Margin, adding headers and footers and, 208 

headers, adding, 208 

Headers & Footers sheet, adding headers and footers 
and, 208 

Header sheet, printing embedded documents and, 110 

Header Size, adding headers and footers and, 208 

help 

getting, 30-31 

gestures for, 38 
See also Help; Help notebook; Quick Help 

Help (icon), 16. See also Bookshelf; help; Help notebook; 
Quick Help 

Help notebook 
customizing, 201 
deleting, 201 
using, 3 1 
See also help; Help; Quick Help 

Help Notebook (button), 16 
closing Quick Help with, 30 
opening Help notebook with, 3 1 

Hidden (Character sheet) , 163 

hiding borders of embedded documents, 4 1 

highlights, using customization sets and, 139 

home 

copying to, shortcut for, 75 
described, GG 

Home menu 

Copy to Home, lA, 91 
Deactivate, IG 
Update from Home, lA. 

home path, described, 78 

home volume 
changing, 78 
saving changes to, 74 
updating from, 75 

Home Volume (button), copying dictionaries with, 72 

Hour, setting time and, 195 

humidity, 273 

hyperlink buttons 
copying, 193 

creating customized indexes and, 251-252 
deleting, 193 
described, 178 
moving, 193 
redefining, 193 



renaming, 193 

turning Table of Contents into control panel and, 250 

using cork margin and. 111 

using to move between pages, 192—193 

See also circle tap 

■ u 

IBM PS/2 keyboard. 5^^ keyboard 

Icon (Show menu), 180 

icons 

on Bookshelf, moving, 28 
closing, 227 
described, 6 
document, 179 
illustrated, 9, 187 
moving, 200 

Icon sheet 

changing icon size and, 200 

finding out more about what's on disks and, 221 

icon size, changing, 200 

Ignore, checking spelling and, 1 65 

Import, converting PC documents to PenPoint documents 
and, 233 

Import sheet 

converting PC documents to PenPoint documents 

and, 233, 234 
copying documents or sections to disk and, 225 
described, 216 
sending and receiving documents and, 213 

Import to options. Placeholder, 234 

In box, 22, sending and receiving documents and, 213. 
See also Bookshelf 

indexes, customized, creating, 251-252 

Individual Character customization, using customization 
sets and, 139 

initial caps 

gesture profile for, 5 1 
styling text directly and, 155 

In Place (Open category), 108 

insert character, gesture profile for, 52 

inserting 

line breaks, 161 
paragraph breaks, 161 
spaces, 124, 125, 149 
in text, 148 
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insertion point 
setting 

in boxed pads, 59 
in text, 58 

Insert menu 

getting writing pads and, 127 
Page Break, 161 
Signature Pad, 1 67 
Tab, 160 

insert space, gesture profile for, 52—53 

insert tab, gesture profile for, 53 

Install 

automatic installation and, 70 
installing applications with, 68 

installation, automatic, 70 

Install & Eject 

automatic installation and, 70 
installing applications with, 68 

Installer, 21 

accommodating multiple users and, 141 
described, 66 
See also Bookshelf 

Installer sheet, changing home volume and, 78 

Install from Disk, 68, 69 

installing 

applications, 66—82 
from disk, 68-70 

batteries, 259 
devices, 66-82 
option cartridges, 271 
utilities from disk, 68-70 

italic 

gesture profile for, 54 
styling text directly and, 155 

■ K 

Keep on Same Page (Formatting category), 109, 212 

keyboard 

connecting, 272 

using to write, 134—135 

See also Keyboard; software keyboard 

Keyboard (icon), 21 
described, 18 
See also Bookshelf; keyboard; software keyboard; Tools 



labels, editing text in, 150. See also Notebook tabs; tabs 

Landscape (Orientation), 199, 207 

layouts, screen, choosing, 199 

Layout sheet 

choosing page layouts and, 207 

Formatting category, 109, 110 

printing embedded documents and, 109, 110, 212 

learning 

more about Penpoint, 242-252 
to write on screen, 116 

leather cover. See GO Leather Cover 

Left (Hand Preference), 199 

left bracket. See bracket, left 

Left Margin (Paragraph sheet), 157 

left page arrow. See page arrows 

letterhead stationery, 211 

Letter Practice 

customizing handwriting and, 136 
described, 18 
using, 116, 137 
See also Tools 

letters, mistranslated/unrecognized, correcting, 124 

light gray highlights, using customization sets and, 139 

line breaks, inserting, 161 

Line Fieight (Paragraph sheet), 158 

lines, new, starting, 161 

line spacing, changing, 158 

line through, gesture profile for, 54 

liquids, spilled, 273 

lithium battery, removing batteries and, 258 

lower case 

gesture profile for, 55 
styling text directly and, 155 

■ M 

magnifying text, 164 

male DB9 connectors, 261 

male DB25 connectors, 261 

managing 

memory, 242-244 
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Notebook, 178-204 
Stationery notebook, 91—92 

manually ejecting disks from GO Floppy Drive, 266 

margin (s) 
scroll, 95 

gestures in, 40 

scrolling documents and, 96 
setting, 157 

marking pages using Notebook tabs, 189-191 

memory 

finding out how much something uses, 242 

managing, 242-244 

other ways to use eflficiently, 243 

out of memory message and, 244 

Memory Usage sheet 

finding out how much memory something uses and, 242 
setting preferences and, 194 

menu, gesture profile for, 55 

Menu box, creating Disk Manager stationery and, 223 

menu commands 
choosing, 10 
described, 10 

menu line 

creating customized indexes and, 25 1 

illustrated, 6 

turning Table of Contents into control panel and, 250 

Menu Line (Show category), 250 

menus/menu commands 
closing, 10 
described, 7 

giving commands with, 10-1 1 
illustrated, 6 

See also commands; gestures or specific menu/menu 
command 

MiniText 

getting writing pads and, 127 
printing in writing pads and, 117, 118 
setting tabs and, 1 60 
styling text directly and, 155 

MiniText documents, adding page breaks to, 161 

Minute, setting time and, 195 

mistranslated/ unrecognized letters, correcting, 124 

Model pop-up list, 80 

Modified, described, 67 



Modified column, saving changes and, 74 

moving 

between pages, using hyperhnk buttons, 192—193 

documents, into sections, 185 

embedded documents, 1 07 

floating documents, 99 

hyperlink buttons, 1 93 

icons, 200 

items on Bookshelf, 200 

Notebook objects, 14, 28-29 

objects 

gestures for, 36 

with press, 58 
pages, 183 

selections, with press, 58 
text, 152-153 

gestures for, 36 

multiple check lists, 26 

choosing options from, 25 
selecting from, 12 

multiple Notebooks, creating, 186 

multiple users, accommodating, 141, 247—248 

■ N 

Name, described, 67 

Name (Sort menu), 221 

names, document, printing, 208 

navigating documents, tips on, 249-252 

new directories, creating, 222 

new documents, embedding, 1 05 

new line, gesture profile for, 55 

new lines, starting, 161 

new pages, starting, 161 

new paragraph, gesture profile for, 56 

new paragraphs, starting, 161 

Next 

using customization sets and, 139 
using Letter Practice and, 137 

nm., adding document name to headers and footers 
and, 208 

normal 

gesture profile for, 56 
styling text directly and, 155 

Not Displayed (Seconds category), 195 
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Notebook(s) 

backing up, 237—239 

booting and, 246 

creating, 247-248 

described, 6, 178 

documents in, 8-9 

finding out what's installed in, 67 

managing, 178-204 

multiple, creating, 186 

printing documents from pages in, 209-210 

rearranging, 183 

restoring, 238-239 

seeing what's in, 179 

transferring documents and sections to and 

from, 224-225 
writing in, 116-141 
See also specific notebook 

Notebook (Create menu), 247 

Notebook objects 
copying, 28-29 
moving, 14, 28-29 
working with, 13-15 
See also objects 

Notebook tabs 

attaching, 189, 190 

deleting, 189 

described, 178 

displaying, 191 

gestures on, 40 

illustrated, 187 

using to mark pages, 189—191 

See also labels; tabs 

numbers 
page 

described, 7 
illustrated, 9, 187 
printing, 208 

■ 

objects 
copying 

gestures for, 36 

with tap press, 63 
deleting, gestures for, 36 
dismissing, 13 
making bigger/smaller, 1 5 
moving 

gestures for, 36 

with press, 58 



setting options for, gestures for, 39 
See also Notebook objects 

Open category 
In Place, 108 
Popup, 108 

operating, 273 

option cartridges, using, 271 

options 

choosing, 25-26 

dimmed, 26 

setting, gestures for, 39 

Options (Edit menu), 78, 156 

option sheets 

described, 17, 23 

displaying, 24 

using, 23-27 

See also dialog sheets or specific option sheet 

Option Slot, 80 

Options sheet, 8 1 

Orientation 

choosing page layouts and, 207 
Landscape, 199, 207 
Portrait, 199,207 

Original word, refining searches and, 175 

Other category (Paper Size), 209 

Out box, 22 
described, 206 
printing documents and, 82 
printing from, 211 

sending and receiving documents and, 213 
See also Bookshelf 

out of memory message, 244 

overwrite fields 
described, 151 
on forms, editing, 38 



pads. 5d'£' writing pad (s) 

page arrows 

described, 178 

turning to pages and, 188 

Page Break (Insert menu) ,161 

page breaks, adding to MiniText documents, 161 

page layouts, choosing, 207 
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page numbers 
described, 7 
illustrated, 9, 187 
printing, 208 

pages 

copying sentences between, 29 

floating, 187 

marking using Notebook tabs, 189—191 

moving, 183 

moving between using hyperlink buttons, 192-193 

new, starting, 161 

in Notebook, printing documents from, 209-210 

turning to, 187-188 

typing text onto, 1 34 

See also sections; subsections 

Pages pop-up list 
All, 209 
printing documents and, 209 

page turn arrow, described, 1 1 

Paper Size 

choosing page layouts and, 207 
Other category, 209 
printing documents and, 209 



paragraph b] 






paragraphs 

new, starting, 161 
selecting, 144 

Paragraph sheet 
Alignment, 159 
Between Lines, 158 
changing line spacing and, 158 
1st Line Offset, 158 
Left Margin, 157 
Line Height, 158 
Right Margin, 157 
setting margins and, 157 
Space After, 158 
Space Beft)re, 158 

paragraph spacing, changing, 158 

path, home, described, 78 

PC, connecting to, 268-270 

PC Cable— FlashCard. See GO PC Cable— FlashCard 

PC documents, converting to PenPoint documents, 
233-234 

PC format, converting PenPoint documents to, 230-232 



pen. See GO pen 

PenPoint, booting when frozen, 246 

Penpoint 

creating and using documents in, 84-1 13 

drawing gestures in, 34—64 

editing and formatting text in, 144—167 

filing documents in, 216—239 

finding and replacing text in, 170—175 

ftindamentals in, 6-3 1 

PenPoint, gestures in, 36-64 

Penpoint 

installing applications and devices in, 66—82 

learning more about, 242—252 

managing Notebook in, 178—204 

printing, sending, and receiving documents in, 206-213 

PenPoint, restarting when documents freeze, 245 

Penpoint 

Using PenPoint znd, 2—3 
writing in Notebook in, 116-141 

PenPoint documents 

converting PC documents to, 233—234 
converting to PC format, 230—232 

PenPoint lonts. oee lOnts 

PenPoint sheet, setting preferences and, 194 

Pen sheet 

aligning pen and, 123 
setting preferences and, 1 94 
Tap to T^lign Pen category, 123 

Personal Dictionary, described, 18. See also Tools 

personalized utilities, creating, 71—73 

pg., adding page numbers to headers and footers and, 208 

pigtail, gesture profile for, 57 

Placeholder (Import to options), 234 

plus, gesture profile for, 57 

P.M., setting time and, 195 

point size, styling text directly and, 155 

Popup (Open category), 108 

pop-up Create menu, 86 

creating customized stationery and, 90 

creating new documents inside existing ones and, 105 

creating sections and, 1 84 

Section, 184 
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pop-up lists, 26 

choosing options from, 25 

described, 25 

See also specific pop-up list 

pop-up pad 

adding text and, 147 
described, 126 
getting, 126 

port, described, 206 

Port pop-up list, 80 

Portrait (Orientation), 199, 207 

positioning text, 159 

preferences 
creating, 71 
described, 178 
setting, 194-199 

Preferences, See also Bookshelf 

Preferences (icon), 17 

preference sets, creating, shortcut for, 72 

Preferences sheet 

floating documents and, 97, 187 
setting preferences and, 194 
setting time and, 195 
Timeout category, 34 

press, gesture profile for, 58-59 

Press, setting response time and, 196 

previewing documents, 164 

Print (Document menu), 22, 82, 110, 207, 209, 210, 212 

Print & Close, printing documents and, 210 

Print dialog, printing documents and, 82 

Print Entire Document (Formatting category), 109, 
110,212 

Print Entire Document (Print Setup menu), 211 

Printer (command), described, 206 

printer cable. See GO Serial Printer Cable 

printer drivers, described, 206 

Printer Enabled category, printing documents and, 82 

Printer Enabled pop-up list, 209 
printing documents and, 209 

printer options, setting, 81-82 

Printer pop-up list, printing documents and, 209, 211 

Printer port, 80 



prmters 

connecting to, 260-262 
described, 206 
setting up, 79-82 

Printers (icon) 

connecting printers and, 79 
described, 18, 206 
See also Tools 

Printers sheet, 81, 82 

connecting printers and, 79 

printing 
dates, 208 

document names, 208 
documents, 82, 206-213 
embedded documents, 109-1 10, 21 1-212 
from Out box, 211 
page numbers, 208 
in upper case, 121 
in writing pads, 117—121 

print options, setting for embedded documents, 109 

Print Setup (Document menu), 109, 110, 157, 207, 
208, 212 

Print Setup menu. Print Entire Document, 211 

Print Setup sheet, printing embedded documents and, 109, 
110,211 

procedures 
described, 2 
using, 2-3 

profiles. 5^^ gesture profile(s); handwriting profiles 

proof, gesture profile for, 59 

Proof sheet, correcting translations with, 125 

Proximity/Merriam- Webster Linguibase, 166 

PS/2 keyboard. See keyboard 

Purge, deleting or purging stationery and, 92 

purging 

described, 92 
stationery, 92 

■ Q 

quadruple tap 

gesture profile for, 59 
to select paragraphs, 144 

question mark, gesture profile for, 60 
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question mark symbol 

choosing ruled pads and, 130 

correcting translations in writing pad and, 124 

Quick Charger. See GO Quick Charger 

Quick Help 
deleting, 201 
getting, 30 
See also help; Help; Help notebook 

Quit, using Letter Practice and, 116 

■ R 

rain, 273 

range, search, 173—174 

Reached End, finding text and, 1 70 

Reactivate, 77 

reactivating, described, 6G 

Read Only 

finding out more about what's on disks and, 221 

rearranging 

items on Bookshelf, 200 
Notebook, 183 

receiving documents, 206—213 

recharging 

battery, 255-257 

with GO Quick Charger, 257 
with GO Travel Charger, 256 

redefining hyperlink buttons, 193 

refining searches, 1 75 

Refresh (View menu) ,219 

removing batteries, 258 

Rename (Edit menu), 86, 102, 223 

Rename (File menu), 184 

renaming 

before saving, 75 

disks, 223 

documents, 86, 102-103, 223 

handwriting profiles, 71 

hyperlink buttons, 1 93 

sections, 184 

stationery, 91 

Repeat field, setting alarm and, 204 

Replace 

adding words to dictionary and, 1 6G 
checking spelling and, 1 65 



refining searches and, 175 
replacing text and, 171, 172 

Replace All, replacing text and, 171, 172 

Replacement word, refining searches and, 175 

replacing 

battery, 258-259 
text, 170-175 
words, 149 

reset button, booting and, 246 

Reset for same time, setting alarm and, 204 

resetting time, 1 95 

resizing floating documents, 99 

response time, setting, 196 

restarting, 244 

PenPoint, when documents freeze, 245 

restoring Notebook, 238-239 

Revert (Document menu), 104, 236 

right bracket. See bracket, right 

Right Margin (Paragraph sheet), 157 

right page arrow. See page arrows 

Ruled (^X/riting Pad pop-up list), 129 

Ruled-Boxed (Writing Pad pop-up list), 131 

ruled-boxed pads 
choosing, 131—132 
described, 128 
writing in, 131-132 
See also writing pad(s) 

Ruled Height pop-up list, adjusting writing pad size and 
shape and, 133 

ruled pads 

choosing, 129-130 

described, 128 

editing text in, gestures for, 38 

writing in, 120, 129 

See also writing pad(s) 



Safeguards sheet 

backing up Notebook and, 237 
creating Notebooks and, 248 
floating documents and, 97, 178, 187 
restoring Notebook after booting and, 138 
setting alarm and, 204 
setting preferences and, 194 
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turning on warning beep and, 197 
using Auto Shut OfF option and, 197 
zooming documents and, 100 

Same case only, refining searches and, 175 

saving 

changes, 74—75 
documents, 104, 236 
renaming before, 75 

scratch out, gesture profile for, 60 

screen 

caring for, 273 

cleaning, 273 

learning to write on, 116 

screen layouts, choosing, 199 

scroll arrows, described, 96 

scroll handle 
described, 95 
scrolling documents and, 96 

scrolling 

described, 8 
documents, 93-96 
gestures for, 39 

scroll margin, 95 
gestures in, 40 
scrolling documents and, 96 

SCSI hard drive, connecting, 267. See also hard disk 

SCSI-II to SCSI-1 connector cable, using hard drives 
and, 267 

Search, finding text and, 1 70 

Search category pop-up list. Document Only, 173 

search direction, setting, 173-174 

searches 

defining, 173-175 
refining, 175 

search range, setting, 173-174 

Second, setting time and, 195 

Seconds category 
Displayed, 195 
Not Displayed, 195 

Section 

Create menu, 186 
pop-up Create menu, 1 84 

sections 

creating, 184 



deleting, 184 

described, 7, 178 

grouping documents into, 184—186 

illustrated, 179 

moving documents into, 185 

renaming, 184 

transferring to and from Notebook, 224-225 

See also pages; subsections 

section titles, illustrated, 9 

seeing. 5^6" viewing 

Select All (Edit menu), 90, 144 

selecting 

described, 12 
text, 144-145 
with press, 58 

selections 

copying, with tap press, 63 

deleting, 148 

making, 12 

moving, with press, 58 

spell in, 61 

Send (Document menu), 22, 213 

sending and receiving documents and, 213 

sending documents, 206—213 

sentences 

copying between pages, 29 
selecting, 144 

serial options, setting, 8 1 

serial printer 
connecting to 

directly, 260 

through GO Quick Charger, 262 
connectors and adapters, 261 

serial printer cable. See GO Serial Printer Cable 

Serial sheet, 8 1 

services 

changes to, 74 
defined, GG 

Services sheet, connecting printers and, 79 

setting 

alarm, 204 
date, 196 

document options, 107 
floating option, 97 
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insertion point 

in boxed pads, 59 

in text, 58 
margins, 157 
options, gestures for, 39 
preferences, 194-199 
printer options, 81—82 
print options, for embedded documents, 109 
response time, 196 
search direction, 173—174 
search range, 173-174 
serial options, 8 1 
tabs, 160 
time, 195 
zoom preference, 100 

setting up, 254-273 
printers, 79-82 

shape, writing pad, 133 

shocks, 273 

shortcut 

for copying to home, 75 

for creating handwriting profiles, dictionaries, or 
preference sets, 72 

Show (Borders & Controls category) , 1 09 

Show category 

Cork Margin, 250 
Menu Line, 250 

Show Hidden Text (View sheet), 163 

Show Hidden Text pop-up menu. Yes, 1 63 

Show menu 

Button, 179, 180 

Date, 180, 182,221 

described, 178 

finding out more about documents and, 180 

finding out more about what's on disks and, 221 

Icon, 180 

Size, 180, 182,221,242 

Tab Box, 180, 190 

Type, 180, 182 

using, 180 

Show option, changing display and, 203 

Show Special Characters pop-up menu, Yes, 1 63 

Shut Off After category, using Auto Shut Off option and, 
197 

Signature Pad (Insert menu), 167 

signatures, adding to documents, 1 G] 



single character pad 
getting, 126 
translating handwriting and, 1 22 

size 

icon, changing, 200 
writing pad, 133 

Size, described, Gl 

Size (Show menu), 180, 182, 221, 242 

Size (Sort menu), 221, 242 

smaller, making objects, 15 

small-to-large adapter. See SCSI-II to SCSI-1 connector 
cable 

software keyboard 
described, 134 

editing text in edit pads and, 151 
See also keyboard; Keyboard 

sorting Table of Contents, 182 

Sort menu 

By Date, 182 

By Name, 182 

By Page, 182 

By Size, 182 

By Type, 182 

Date, 221 

finding out more about what's on disks and, 221 

Name, 221 

Size, 221,242 

sorting Table of Contents and, 1 82 

Type, 221 

Space After (Paragraph sheet), 158 

Space Before (Paragraph sheet), 158 

spaces 

inserting, 124, 125, 149 
in text, 148 

spacing 

line, changing, 158 
paragraph, changing, 158 

spell, gesture profile for, 61 

Spell (Edit menu), 165 

Spell dialog, 165 

spelling, checking, 165—166 

spilled liquids, 273 

starburst, 1 1 , 34 

Start From category pop-up list, Beginning, 174 
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Start From field, 72 

starting new lines, paragraphs, or pages, 161 

static electricity, 273 

stationery, 87 

adding, to Create menu, 88 

backing up, 9 1 

creating, 89-90 

customized, creating, 89—90 

deleting, 92 

described, 84 

Disk Manager, creating, 223 

letterhead, 211 

purging, 92 

renaming, 9 1 

Stationery (icon), 20, 87. See also Bookshelf 

Stationery notebook, 84 
managing, 91—92 
using to create documents, 87—88 

Status 

fmding text and, 170 
replacing text and, 172 

storing, 273 

style 

of edit pads, changing, 130 
of writing pads 

changing, 130 

choosing, 128-133 

Style, changing icon size and, 200 

styles, copying, 162 

styling text, 1 54-1 56 
directly, 154-155 
with Text sheet, 156 

subsections, creating, 186. See also pa:ges; sections 

symbol fonts, 77 

system font. See fonts 



tab, gesture profile for, 61 

Tab (Insert menu) , 1 60 

Tab Box (Show menu), 180, 190 

Table of Contents, 6, 84 
booting and, 246 
described, 7, 178 
export in, 49 
frozen documents and, 245 



gestures in, 40 

printing documents and, 210 

renaming documents from, 103 

restarting and, 244 

seeing what's in Notebook and, 179 

selecting titles on, 12 

sending and receiving documents and, 213 

sorting, 182 

turning into control panel, 249-250 

tabs 

described, 7 

illustrated, 6, 9 

setting, 160 

See also Contents tab; labels; Notebook tabs 

tab stops. See tabs 

Tab Stops sheet, setting tabs and, 1 60 

tap 

gesture profile for, 62 
to select characters, 144 

tap press, gesture profile for, 63 

Tap to Align Pen category (Pen sheet), 123 

temperature, 273 



text 



adding, 147 

in boxed writing pads, editing, 38 

copying, 152-153 

gestures for, 36 
deleting, 148 

gestures for, 36 
in documents, editing, 37—38 
editing, 144-167 

in edit pads, 149 

infields, 150-151 

in labels and document titles, 150 
in edit pads, editing, 38 
finding, 170-175 
formatting, 144-167 
inserting spaces in, 148 
insert space in, 52 
magnifying, 164 

moving, 152-153 
gestures for, 36 
pigtail in, 57 
positioning, 159 
replacing, 170—175 
in ruled writing pads, editing, 38 

selecting, 144-145 
with press, 58 
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setting insertion point in, with press, 58 
setting options for, gestures for, 39 
styling, 154-156 

directly, 154-155 

with Text sheet, 156 

typing onto pages, 1 34 

viewing, 163—164 

in writing pad, correcting by typing, 135 

text fields, described, 26 

Text sheet 

creating customized stationery and, 89 
displaying, 24 
styling text with, 156 

tiled, described, 251 

tiled indexes, creating, 251-252 

time, setting, 195. See also Clock 

Time Format, setting time and, 195 

timeout, described, 123, 196 

Timeout category (Preferences) , 34 

Timeouts sheet 

setting preferences and, 194 
setting response time and, 1 96 
translafino' l^andv/ritine^ and, 123 

Time sheet 

setting preferences and, 194 
setting time and, 195 

Time Zone, setting time and, 1 95 

time zones, changing, 195 

tips 

on navigating and using documents, 249—252 
on writing in pads, 1 19-120 

Title & Info sheet 
Active Size, 181 
Filed Size, 181 

renaming documents and, 1 02 
using Document sheet and, 181 

title line 

creating customized indexes and, 251 

document, gestures in, 39 

spell in, 6 1 

turning Table of Contents into control panel and, 250 

titles 

document 

editing text in, 150 
illustrated, 9, 179 



section, illustrated, 9 
selecting, 12 

tools, embedding, 106 

Tools, 18-19 

connecting printers and, 79 

See also Bookshelf; Clock; Disk Manager; Handwriting 
Customization; Keyboard; Letter Practice; Personal 
Dictionary; Printers 

TOPS FlashCard 
connecting to 

directly, 269 

through GO Quick Charger, 270 
connecting to PCs and, 268-270 

transferring 

documents, 224-227 

documents between disks, 226-227 

documents and sections to and from Notebook, 

224-225 

translating handwriting, 122-123 

translations 

correcting, 124-125 
with Proof sheet, 125 
in writing pad, 124 

transDortinp-, 273 

Travel Charger. See GO Travel Charger 

triple tap 

gesture profile for, 63 
to select sentences, 144 

turning to pages, 187-188 

turning on warning beep, 197 

Turn to (View menu), 188 

Type (Show menu), 180, 182 

Type (Sort menu), 221 

Type pop-up list, 80 

typing, correcting text in writing pad by, 135 

typing text onto pages, 134 

■ u 

underline 

gesture profile for, 64 
styling text directly and, 155 

underscore symbol, correcting translations in writing pad 
and, 124 

Unrecognized Character pop-up list, correcting translations 
in writing pad and, 124 
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unrecognized/mistranslated letters, correcting, 124 

Update from Home (Home menu), 74 

updating from home volume, 75 

upper case 

gesture profile for, 64 

printing in, 121 

styling text directly and, 155 

Upper Case Only (Handwriting sheet), 138 

Upper Case Only (Writing Style category pop-up list), 121 

users, multiple, 14 1, 247-248 

Using PenPoint, using, 2—3 

utilities 

deactivating, 7G—77 
installing from disk, 68-70 
personalized, creating, 71—73 



viewmg 

Handwriting Installer sheet, 67 
text, 163-164 

View menu 
Bring to, 188 
Collapse, 179,221 
Expand, 179,221 

finding out more about what's on disks and, 221 
Refresh, 219 
Turn to, 188 

View sheet 

magnifying text and, 1 GA 
Show Hidden Text, 1 63 
viewing text and, 163 

volume (s) 

described, 6G, 216 
home 

changing, 78 

saving changes to, 74 

updating from, 75 
See also disk(s) 

Volume menu 
About, 221, 223 
Copy Contents, 228, 229 
Duplicate, 228 
Eject & Remember, 227 
Format, 235 

Volume sheet, finding out more about what's on disks 
and, 221 



■ w 

warm booting. 5^^ booting 
warning beep, turning on, 197 

words 

adding, 147 

to dictionary, 1 66 
deleting, 148 
replacing, 149 
selecting, 12, 144 

writing 

in boxed pads, 120 

in Notebook, 116-141 

in pads, tips on, 1 19— 120 

in ruled-boxed pads, 131—132 

in ruled pads, 120, 129 

on screen, learning to, 116 

using keyboard, 134-135 

writing pad(s) 
boxed, 38 

changing style of, 130 
choosing size and shape, 133 
choosing style of, 128—133 
correcting text in by typing, 135 
correcting translations in, 124 
embedded, 126 
getting, 126-127 
pop-up, 126 
printing in, 117—121 
ruled, 38 

writing in, tips on, 1 19— 120 
See also boxed pads; ruled-boxed pads; ruled pads 

Writing Pad pop-up list 
Boxed, 128 
Ruled, 129 
Ruled-Boxed, 131 

Writing Style category pop-up list. Upper Case Only, 121 

■ X, Y, Z 

Year, setting date and, 196 

zoom, described, 100 

zooming documents, 100—101 

Zooming Documents 
Allowed, 238 

backing up Notebook and, 237 
zooming documents and, 100 

zoom preference, setting, 100 
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